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for the smart woman of letters... 


the Remington CLéivide typewritez 








Oh, happy day! Five more Remington Electrics arrive for 
five more lucky typists. Yes, five lucky ladies will thrill to 
new typing experiences as flowing electric action addghew 
Z-I-N-G to typing speed...turns out truly distinctive cor- 
respondence the boss will be proud to sign...and provides 





that glorious “alive-at-five” feeling because electricity does 
the work! Free brochure “Beauty and the Best” (RE 8321). 
Write Room 2793, 315 Fourth Ave.. New York 10. 


Memington. Ftand Makers of the Super-Riter, Office-Riter, Quict-Riter and Noiseless Typewriters 
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| GREGG MEDICAL SHORTHAND MANUAL 
{AND DICTIONARY 


Smither 


} This new combination text and reference for advanced training contains approxi- 
mately 7,000 medical terms with their shorthand outlines in Gregg Shorthand 
Simplified. It is based on the same effective principle that has made the other 
books by this author popular in this field . . . the principle of learning medical 
terminology from the point of view of understanding word formations rather 
than memorizing them. By this method, the student’s memory burden is greatly 
lessened, while, at the same time, he acquires a wealth of basic medical knowl- 
edge. Special sections deal with 1,000 frequently used phrases, homonyms, and 
synonyms; and a study of the courtroom reporting aspects of medical stenography. 
Also features detailed cases in both shorthand and type, word lists, and helpful 
suggestions for teaching and testing. 384 Pages. List $3.25. 


‘DICTATION FOR THE MEDICAL SECRETARY 


with previews in Gregg Shorthand Simplified 
Berger and Byers 


The ideal companion book to use along with Gregg Shorthand Manual and Dic- 
tionary, this text builds speed and accuracy in transcribing case histories, patho- 
logical reports, and general medical office dictation. The material is selected from 
current hospital records and medical publications. It represents three major 
services: physical medicine, general medicine, and surgery. In addition, the book 
gives a complete series of pointers on correct medical secretarial practice. One 
section is devoted to training in the use of medical forms, reports, and charts. 
A four-part book containing 85 assignments, with preview lists preceding each 
dictation. 313 Pages. List $3.00. 

Why not use the column at right as your order form for obtaining these and the 

other special aids mentioned. Simply indicate in-the boxes provided the quantities 


you will need for yourself and members of your class. Cut along the dotted line 
and mail to your nearest Gregg office. 


GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 


New York 36, 330 West 42nd Street 
Chicago 6, 111 North Canal Street 


Dallas 2, 501 Elm Street 
San Francisco 4, 68 Post Street 
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Add these new texts to 
your check-list of aids 
for use in the classroom 
and on the job 





STANDARD HANDBOOK 
FOR SECRETARIES, 
Sixth Edition 


By Hutchinson. The complete handbook 
of facts, forms, practices, and standards. 
Standard “equipment” for every secre- 
tarial student. 626 Pages. List $3.25. 














20,000 WORDS, 
Third Edition 


Compiled by Leslie. The pocket-sized 
dictionary for that gives 
only the essentials—spelling, word di- 
vision, and accenting. 249 Pages. List 


$1.12. 











transcribers 





REFERENCE MANUAL FOR 
STENOGRAPHERS AND 
TYPISTS 


By Gavin and Hutchinson. The popular 
combination text and reference. Every- 
thing you need in easy-to-use outline 
form. 192 Pages. List $1.20. 














ETIQUETTE IN 
BUSINESS 


The complete guide to 
career conduct. Gives easy solutions to 
every business problem, including writ- 
ing tactful letters, speaking, travel, 
entertainment, and grooming. 522 Pages. 
List $3.50. 











By Carney. 





TYPEWRITING FOR SPEED 
AND ACCURACY 











By Rowe. More than 400 timed writings 
and special-purpose drills designed for 
all levels of instruction. 128 Pages. 
List $1.24. 





GREGG MEDICAL SHORT- 





HAND MANUAL AND 











DICTIONARY 
(see description at left) 
DICTATION FOR THE 








MEDICAL SECRETARY 





(see description at left) 
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QO ouR CovER—Dark cottons, the work- 
ing girl’s favorites, are tops for travel- 
ing; and this versatile McKettrick dress 
will fit into many of your vacation plans. 
Spiked with a white piqué collar (detach- 
able, of course) and big pearl buttons, it 
always looks cool and neat. Black or navy. 
Sizes 10 to 20. $8.95 at Saks-34th Street, 
New York; L. S. Donaldson Co., Min- 
neapolis; and Morehouse Fashion Co., 
Columbus, Ohio. We've added the gay, 
daisy-bedecked straw belt with matching 
daisy boutonniere by Forsum Flowers. 
They can do so much for a simple outfit, 
yet cost only $1.95 for the belt, $1 for the 
matching daisies. Belts available in many 
colors with matching or contrasting daisies 
(ours was white with pale pink posies). 
At Bloomingdale’s, New York; Marshall 
Field, Chicago; The May Co., Los An- 
geles. The perky pixie cap with fold-over 
button back is by Madcaps. In white 
piqué, $6.95. The handsome luggage—the 
wardrobe case with metal fittings and 
hangers, the pullman case for flat packing, 
and the handy train case—like much of 
the new popular-priced luggage, is amaz- 
ingly lightweight and comes in various 
coatings that are scratchproof, scuftproof, 
and washable! They keep their new look 
vacation after vacation. 


Vacation Time is Here! 


ARE YOU HANKERING to do something a 
little different this year on your two 
weeks’ away? Well, Pardner, what would 
you think of roping steers at Rising Sun 
Ranch? If that doesn’t appeal to you, 
Isabel B. Rae (on pages 495 to 498) has 
at least fifteen other suggestions for vaca- 
tion time, suggestions that are as wonder- 
ful as they are unusual. She gives details 
on biking trips, canoe trails, farm vaca- 
tions, and sailing trips. So why not turn 
to this vacation article immediately and 
pick out your dream vacation! 


From A to Z 


WE HOPE YOU WILL ENjoy the Art Typ- 
ing page by Howard Rothacker that be- 
gins this month (see page 521) a series 
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continuing throughout the next volume of 
the magazine. Mr. Rothacker, a Gregg 
shorthand writer as well as a commercial 
artist and art teacher, will present prac- 
tical designs and decorations that you can 
use to enhance your everyday office bul- 
letins and notices. He will also give you 
a different type of alphabet each month, 


‘with an enlarged letter displayed for 


copying ease. 


Tribute 


IN LINE WITH OUR RECENT CELEBRATION 
of the 65th birthday of Gregg Shorthand, 
the El Club Cervantes of Harrisburg, 
Pennsylvania, has come up with still an- 
other tribute to the late John Robert 
Gregg. They recently presented Doctor 
Gregg’s wife with an oil painting of his 
last-known photograph. She, in turn, will 
present the painting to her son John, Jr. 

Another such oil painting was presented 
by the Club to President Batista of Cuba. 
Both pictures measure 13% by 10 inches 
and were painted on silk by A/3c Ben- 
jamin Rafftesaeth, who is in a hospital in 
Japan. He is a former student of John 


| Harris High School in Harrisburg. 


Tax Information 


A 


a 


ACCORDING TO THE Wall Street Journal, 
a secretary can now deduct from her in- 
come tax any expenses incurred while 
attending a national secretaries associa- 
tion convention. At least that is what the 
U. S. Tax Court decided in a case involv- 
ing Rita M. Callinan. 

Miss Callinan is a legal secretary and a 
member of the national association. When 
she attended its yearly convention and 
spent $400 in traveling, lodging, meals, 
and incidentals, she deducted the amount 
as a business expense. 

The Internal Revenue first 


office at 


| would not allow such a deduction, but 


when Miss Callinan took the case to the 
Tax Court, the commissioner changed his 
mind and conceded the issue. He told 


‘ the court that he could see no difference 


between the secretary's expenses and 
those incurred by lawyers, physicians, or 
teachers when they attend conventions— 
all of which are deductible. 


Clarification 


IN “SECRETARIES AT THE UN,” pub- 
lished in January, we stated that “UN 
employees (including Americans) pay no 
income taxes.” This statement is incor- 
rect. We have since discovered that all 
United States citizens pay income taxes 
no matter where they are employed. The 
United Nations, however, feels it is neces- 
sary for them to reimburse American em- 
ployees with the amount of Federal and 
State taxes they pay each year so that 
American personnel and non-American 
(not paying income tax) who have the 
same duties receive equal salaries. All 
UN employees are taxed with a “UN 
Staff Assessment,” however, which is 
quite high—sometimes even higher than 
ordinary income taxes. 














VICE PRESIDENT 


in seven minutes... 


2d new cover, 


At 9:45 this morning (I was still a typist then) our VP found out 
his secretary had eloped with one of the salesmen. What an uproar! 


All that dictation he’d done last 





night had to get out—but fast! 


Good thing he’d used his Audograph. In just seven minutes, one 


of the other secretaries showed 


me how to use the Audograph tran- 


scriber. Why, it was so simple and pleasant to use, those letters were 
out in the noon mail . . . and I was in—as the VP’s new secretary! 


Forget about pre-war dictating machines. Audograph is easy 
to use—plays back radio-clear—signals corrections and letter 
length with red and green lights. Audograph makes secretaries 
out of typists . . . executive assistants out of secretaries. Get 


to know Audograph—the modern dictation instrument! 







FREE — Tips 
for Secretaries! 





mare 


AUDOGRAPH®* sales and service in 
200 U.S. cities. See your Classified 
Telephone Directory under **Dictat- 
ing Machines.”” Canada: Northern 
Electric Co., Ltd. Abroad: Westrix 
Corp. (Western Electric Co. export 
affiliate) in 35 countries. Audograph 
is made by The Cray Manufacturing 
Compeny— established 1891 — origin- 
ators of the Telephone Pay Station. 

“TRADE MARK REG. U.S. PAT. OFF. 
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The Gray Manufacturing Co. 
Hartford 1, Connecticut. 


Please rush my copy of Booklet K-6 — entitled 
“Strictly Personal.” 
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ESSIE: I just can’t believe that our 

experts are actually meeting for the 

tenth time! It certainly has been fun 
getting together this past year; and, if you 
readers have enjoyed the meetings as 
much as we have, I would appreciate 
your dropping me a post card to that ef- 
fect. In that way you get to add your two 
cents’ worth, and we get proof positive 
that “The Experts” should be continued 
(or discontinued ) in next vear’s volume 
of the magazine. 

To celebrate our tenth meeting, we 
planned a surprise. Quite a few of you 
will be starting your first secretarial job 
this June, and you have sent us a number 
of requests for information on Social Se- 
curity. For this reason, we have a guest 
expert with us—just for this one meeting! 
Ile is Mr. C. H. Cornish, manager of the 
Midtown Manhattan office of the Federal 
Security Agency here in New York City. 
If you're ready, Mr. Cornish, I'll start 
popping some questions at you right now. 

Mr. Cornisu: Start firing, Tessie; I'm 
all set. 


Tessie: When and how do you obtain 
a Social Security number? 

CornisH: Your Social Security number 
should be obtained just-before you begin 
your job hunting. You can get an appli- 
cation form at your nearest Social Se- 
curity field office. One copy of the account 


\/ 





card, which comes in two parts, should be 
kept in a safe place to prevent its loss. 
The other should be carried with you 
when you look for a job, for your em- 
ployer will want to know your Social Se- 
curity number. 


Tessie: What should you do if you lose 
the card, Mr. Cornish? 

CornisH: If you lose your card, take 
the stub to the nearest Social Security of- 
fice and ask for a duplicate. If the stub 
is also lost, it takes a little longer to secure 
a duplicate card; but don’t fail to report 
the loss to your Social Security office. 
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Tessie: Once you have a card, what 
does it mean to you? 

CornisH: To begin with, Tessie, it 
means that you contribute 1 per cent of 
your wages to this program and your em- 
ployer contributes another 1% per cent. 
Keep in mind, however, that your Social 
Security taxes apply only to the first 
$3,600 of your earnings in any calendar 
year. This means that if you change jobs 





during the year and earn more than a 
total of $3,600, you may have had more 
tax deducted than was necessary. This is 
because each employer will deduct the tax 
from the first $3,600 of the wages he pays 
you. Of course, you may claim the excess 
tax (the tax on that portion of your 
wages over $3,600) as credit on your in- 
come tax return for that year. 


Tessie: And what are we contributing 
this 1% per cent of our wages to? 

CornisH: You're contributing to the 
old-age and survivors insurance program, 
which is the Government’s insurance for 
you. When an insured individual reaches 
sixty-five years of age, he or she is eligible 
to receive a pension that will range from 
$25 to $85 a month. If an insured in- 
dividual dies (age here makes no differ- 
ence) life insurance is paid to his or her 
eligible survivors. If you work for ten 
years in jobs that are covered by Social 
Security, you become what is known as 
permanently insured. A permanently in- 
sured person claims benefits for the rest 
of his or her life after reaching sixty-five 
years of age. If you are not permanently 
insured by the time you reach sixty-five 
years of age, benefits are paid for a length 
of time that is in proportion to the period 
of time you paid Social Security taxes. 
After the death of a person whose work 
was covered by Social Security, some 
member of the family should inquire 
promptly at the nearest Social Security 
office to learn if survivors insurance bene- 
fits are payable. 


Tessie: Is there any way of checking 
just how much money we have accumu- 
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lated in our individual Social Security ac- 
counts? 

CornisH: Yes, Tessie, there is. Employ- 
ers are required by law to give you re- 
ceipts for the Social Security taxes they 
have deducted from your pay. They must! 
do this at the end of each year and also 
when you stop working for them. It is also 
wise to check with the Social Security Ad- 
ministration, Baltimore, Maryland. They 
will give you a statement of your account. 
You can get an addressed post card form 
at your Social Security field office for use 
in requesting this information. If an error 
has been made in your account, the field 
office will help you get it corrected. It’s) 
best to check on your account at least 
once every three years, for there is a limit 
to the period within which certain correc- 
tions can be made. 








Tessie: If you should change aa 
name, should you inform your Social Se-| 
curity field office, Mr. Cornish? | 

CornisH: By all means, Tessie. If you! 
should change working name| 
through marriage or for any other rea- 
son, you should ask for a change-of-rec-( 
ord form; your same number will be as-} 
signed under your changed name. | 


your 


Tessie: Just how do we go about find- 
ing out where our nearest Social Security} 
office is located? i 

Cornisu: If you do not know the ad- 
dress of your nearest Social Security of- 
fice, Tessie, ask at your local post office 


REFERENCE 


DATA | —— | 





or look in the telephone directory under 
“U.S. Government, Federal Security 
Agency.” These offices welcome visitors} 
or letters of inquiry. 


Tessie: Thanks ever so much for your| 
assistance, Mr. Cornish. And now I have 
a question for Miss Hutchinson. A teach-' 
er in Kansas writes as follows: “Recently, 
in one of our classes, we had this ques- 


ee ‘ 
tion come up— What is the correct saluta- 


tion to use for a firm having the title Sally 
and Lloyd Jones Company, Inc.?’ Frankly, | 
I was at a loss what to tell the class, other 
than ‘Dear Sir and Madam.’ I should ap- 
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preciate the experts’ help with this prob- | i ce cea ai oe See 


: Bueki-falk 


Miss Hutcuinson: The Inc. in the 
company’s name you mentioned, Tessie, 

| 

3 

Why do Buckeye Ribbons & 

Carbons remind you of : 


indicates that the firm is a corporation; 
therefore, the salutation Gentlemen would 
be correct. Somewhat like this problem is 
that of choosing the salutation in writing 
to John Wanamaker. The store of this 
name is also a company, and therefore 
Gentlemen would be used even though 
the name is that of an individual. 


Tessie: Dr. Rosenberg, here is a ques- 
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They Dr. Rosensperc: Most banks, Tessie, | | : , 
count, require the drawer of a check to sign his me on your busi ness letterhead but b eC sure i 
1 form) name to make the check negotiable. A tO give the name and address of the dealer 
‘or use| printed signature is not acceptable except ' ‘ { 

1 error) aS an indorsement. I have heard from of- where youd like to buy vee , — 





e field| ficers of several banks that they would 


d. It’s) not accept a drawing (checking) account By ¢C key € R i b bo n 5 a ri d Cg r bon S$ 
t least! unless the depositor knew how to sign his ) 0 , | 
a limit) name and gave them a sample of his " 
phe signature on a signature card. It is this 72 IS St. C la i" Ave e C | evela " d 3, h 0 
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signature that must be used on all checks. 
1 also know, from personal experience, , 
your! that in an emergency, where the depositor 

ial Se-) is too ill to sign his name, his mark or for the erfect 
cross is accepted if witnessed by two peo- p 

|} ple known to the bank. The witnesses 

, tt ” 

name| must sign their names on the check after send oO 


r rea-| the depositor’s mark. 
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Erasures 





a question 
Lloyd. A letter from a lady in Texas 

















ee Vj 2 I- i rh 
reads: “A business acquaintance asked me Official Gregg , os a: ¥ are . 
+ find-| to write you about the difficulties he is stro cs, a Aus JORG INS 
curity} having with a liquid duplicator. He types Fountain Pen Eraser removes the last 
| his masters, striking the keys very hard, trace of an incorrect char- 
1e ad-| and uses the ribbon so that he can read d ° acter — makes it easy for 
ty of-| What he has typed. He does not set the at gra vation : A lk 
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| him to make more copies from his mas- fessional-looking. 
ters. It is hard to get 300 clear, easy-to- WHAT BETTER WAY Gabirtel ‘elessie fete 
read copies, though he is supposed to get TO CONVEY YOUR olortul plastic holder 
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en your money back. 
Dr. Lioyp: I'm afraid the answer is THAN TO GIVE 
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curity) good copies with a spirit duplicator, - 
isitors} ‘Tessie. Spirit duplicators are designed to OF THE PROFESSIONALS 








give you up to 100 very good copies or up 
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“Not so long ago the breakfast table at our house 

was a bear cage—mostly because I couldn’t face the 
office and the typing routine five days a week. I 
used to bite my kid brother’s head off. He yelped. 
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3. 







D. 


494 


“The boss began noticing my work, too. You never 
can imagine how simply beautiful these new Royal 
Electrics work. They type like a champion’s dream. 
The electric keyboard and controls are honeys. 
Come 5 p.m., you aren’t tired at all. 


“You sick or something?” said my kid brother 


ed a nal 
we > Pry 
can ; ._ = 


“He said, ‘You’re sure sweet in the mornings. Don’t 
you feel well? You used to snap my head off.’ Did 
I mind? Do I mind feeling like a million when I’ve 
got a new Royal Electric? And am | glad I got 
training on one in school.”’ 


To feel this way, too, clip the coupon! = 
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9 “Then one day at the office, what should turn up 
* but these new Royal Electrics, and little me, I got 
one for my job. It was simply terrific! I had so 
much fun typing invoices that I almost didn’t want 

to quit at five o’clock. 


IL TF — St 

F.. A i é \Y > ny } ' 

4 “Well, allthat had quite an effect on my breakfast- 
* table temper. I became so pleasant that I thought 

maybe I was about to sprout wings. And, Bub... 

well, he got a load of it, too. You know what he 

said?... 





ELECTRIC * STANDARD « PORTABLE 
World’s Largest Manufacturer 
of Typewriters 


Se oe ee 2 S&S Se == 


Royal Typewriter Co., Inc., 2 Park Avenue, N. Y. 16, N. Y. 


We would like a Royal Representative to show us how the 
| Royal Electric performs. We understand there is no obligation. 


| Your name 
School or Company 
| name & address 











Administrator’s 
endorsement 
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| Sorry. Miss Jones is 


ON VACATION 


BY F YOU HAVE FOUND a Shangri-La to which you return each summer for your 

“tI |} ISABEL B. RAE vacation, then return this summer. If the sun is brighter there, Miss Jones, 

| and the water bluer, and the breeze fresher; if you know that the fish jump high- 

er; and if it is there you have the best time, go back again for your two weeks 

off. For those two weeks are your own two weeks, to spend in the place you 
enjoy most. 


l 
l 
| But some people, this summer, may want to discover a new place, or do some- 
| | thing they have never done before nor ever thought of doing. For this reason, 
our vacation pages that follow describe biking trips, canoe trails, sailing on 
full-rigged schooners, vacations on a farm. With these and other ideas, we 
I only wish to say that if you are looking for something different to do this sum- 
wll 


mer, it’s easy to find—and the pleasure will be all yours. 
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North to Alaska ... The S. S. 
“Prince Rupert” steams out of Van- 
couver, B. C., at nine every Monday 
night. Lights glittering, orchestra 
playing, she’s a merry ship off on a 
five-day cruise to Ketchikan, Alaska. 
The course follows the Inside Pas- 
sage, with snowy coastal mountains 
on the east and a chain of verdant is- 
lands on the west. Ports of call for 
sight-seeing and buying Indian wares 
are Ocean Falls, Prince Rupert, and 
Ketchikan. Look closely at Ketchikan 
and ask about Alaskan cities farther 
north and inland. The country is 
opening up, and secretaries are need- 
ed. Round-trip five-day cruise from 
Vancouver, with all meals, is $105 
plus tax, rate based on two in a state- 
room. See your travel agent, or write 
Canadian National Steamships, 527 
Granville Street, Vancouver, B. C. 


Biking in Pennsylvania ...On a 
hostel trip, you go to the places you 
have heard so much about. You make 
many good friends, and you travel in- 
expensively under your own steam— 
by bike, on foot, or canoe. There are 
hostels all over the country and coun- 
cils in many major cities that plan 
group trips. The Metropolitan New 
York Council, American Youth Hos- 
tels, Inc., 344 W. 36 St., New York 
18, offers eighteen trips this summer. 
One is a week of cycling through 
charming back roads of the Pennsy]l- 
vania “Dutch” countryside. You'll 
see beautiful farms, decorated barns, 
and the Amish in their old-world 
garb. Trip costs $28; bike rental 
about $9; equipment (unless you've 
hosteled before) about $6. Trips 
leave weekly in August from Harris- 
burg. Write New York Council. 


Flying to Cuba . . . Christopher Co- 
lumbus called Cuba “the loveliest 
land that human eyes have ever seen.” 
The beaches are golden, the cities are 
ancient, the tropical countryside is 
rich and beautiful. Havana, of course, 
is extravagant fun and excitement. 
For about $90, fly Pan-American 
from Miami to Havana for a stay of 
two nights and three days. Rate in- 
cludes round-trip transportation, Fed- 
eral tax, hotel room with bath (based 
on two in a room), sight-seeing in 
and around Havana. Meals are not 
included. Dine, if you can, at the 
best Havana restaurant, for Cuban 
food is special. Moorish crab, served 
cold with mayonnaise, rivals lobster. 
Tour as described through Martin 
Travel Bureau, Empire State Build- 
ing, New York, or see your local 
travel agent for further details. 


Above photo by Claude Maly 
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Canoeing . . . The waterways of 
New York State’s Adirondacks are 
ideal for canoeing—some routes ex- 
tend nearly a hundred miles. If you 
canoe on your own and camp out, the 
expense for equipment is high. A two- 
week canoeing and camping trip, 
however, is available under the aus- 
pices of the American Youth Hostels 
for $62, including food and fare from 
New York. You canoe through the 
Fulton Chain, sleep at night in lean- 
tos, swim, climb, cook over camp- 
fires. Starting dates from New York 
are July 19, August 2, and August 
16. Details available from Metropoli- 
tan New York Council, American 
Youth Hostels, Inc., 344 W. 36 St., 
New York 18. The Detroit (Mich- 
igan) Council of AYH (51 W. War- 
ren St.) has a six-day canoe trip on 
the Au Sable River, $32.80 complete. 





Roping Steers . . . Rising Sun 
Ranch is an operating cattle ranch 
in the wild and beautiful mountains 
of western New Mexico. The Wil- 
liams, who own it, accept a few 
guests each season who want to 
rough it in true ranch style. “We like 
to have our guests see ranch life as it 
really is, with nothing staged or put 
on.” You'll be invited to join in work- 
ing with the cattle, to go to neighbor- 
hood brandings and cowboy dances, 
and to take some daylong picnics. 
There is lake fishing and swimming 
nearby. Food is home-grown, served 
ranch style, emphasizing plenty. 
Weekly rate is $55, including daily 
use of horse and saddle. Bring blue 
jeans and a hat! For details and res- 
ervations, write well in advance to 
Frank and Eleanor Williams, Rising 
Sun Ranch, Quemado, New Mexico. 
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On a Farm . .. From Maine to 
Wisconsin, farmers’ wives are plump- 
ing up the pillows in their spare bed- 
rooms. The guests they are expecting 
are paying ones who want a healthy, 
peaceful, and economical vacation. 
Rates run about $35 weekly. Most 
are active farms, modern and com- 
fortable, and you become a part of 
the family for your stay. Enjoy the 
farm animals, old-time farm cooking 
(“plenty of fresh milk, eggs, butter, 
chicken, vegetables, and whipped 
cream”) and outdoor recreation 
(“Beach picnics on coasi, with fresh- 
caught lobster.” “Our own dock, 
three boats, excellent crabbing.” 
“Brook runs through our property.” ). 
For booklet describing about 100 
farms, send ten cents to Farm Vaca- 
tions and Holidays, Inc., 500 Fifth 
Ave., New York; then write farmer. 


Motoring South . . . The only way 
to see the dramatic California coast- 
line is to drive it. Start in San Fran- 
cisco with a three-day Greyhound 
tour of that picturesque city. From 
National Car Rental System there, 
hire a car and drive south to Carmel, 
a charming village with a heavenly 
beach. After two idyllic days there, 
drive 400 miles south to Los Angeles 
and take Greyhound’s four-day tour 
of that area. Going back north to San 
Francisco, stop overnight at Santa 
Barbara. If four are driving, cost for 
car rental including gas is about $30 
each; tour expenses including hotels, 
about $27 each; accommodations in 
Carmel and Santa Barbara, and all 
meals, about $55 each. Total about 
$112 for two weeks. See Greyhound 
for tours, your travel agent for car- 
rental information. 


In Nova Scotia . . . Nova Scotia is 
north of Boston, south of Newfound- 
land, almost an island, and perfect 
for a vacation. One vacation, for 
example, as planned by Martin Trav- 
el Bureau, Empire State Building, 
New York: Sail in the late afternoon 
from Boston, on the S.S. “Yarmouth,” 
and arrive in Yarmouth, Nova Scotia, 
in the morning. Check in at Braemar 
Lodge, a rustic resort built along the 
wooded shores of Lake Ellenwood. 
For the next five days, either sight- 
see around Nova Scotia or have fun 
at the Lodge. All popular sports 
await your pleasure—swimming and 
aquaplaning are especially fine here. 
On the seventh day, sail for Boston. 
Rate for tour as described, based on 
two in a room and including tax and 
all meals except those on the steamer, 
is about $100. Contact Martin, 








>» 
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Sailing the Sound . . . About 11 
a.m. every Monday morning at City 
Island, New York, a 90-foot, two- 
masted schooner unfurls its sails and 
puts out into Long Island Sound. The 
ship is the “Northwind,” a sleek, fast 
sailer, and aboard are people in dun- 
garees who want a vacation of sun, 
salt, wind, and water for six days. 
You sail, swim in the Sound, fish, 
and eat heartily. You are welcome, if 
you wish, to hetp run the ship. At 
night you arop anchor, go ashore for 
a beach party, visit interesting places. 
If you play a musical instrument, 
bring it aboard. Staterooms are small 
but comfortable, fellow passengers 
sure to be triendly and fun-loving. 
Food is tops! Six-day sail including 
everything but tax is $75. Write 
Schooner Cruises, P, O. Box 64, Pel- 
ham 65, New York. 


Climbing the Canadian Rockies 
. . « Climbing by bus is easier than 
by foot and just as spectacular. On 
Greyhound’s seven-day tour of this 
breath-taking range, you will do little 
but look; but the looking is unsur- 
passed, the scenery magnificent. The 
tour is about $65 per person, includ- 
ing hotel room and bath for six 
nights (based on two in a room) 
and all sight-seeing. Not included 
are Federal tax and meals. Starting 
point is Calgary, Alberta; north to 
Edmonton on the second day; to Jas- 
per on the third. The fourth day is 
spent at Jasper, and have your cam- 
era loaded—with color film if pos- 
sible. Youll see the Columbia Ice 
Fields and Lake Louise on the fifth 
day, Banff on the sixth. On the sevy- 
enth, you return to Calgary. Reserva- 
tions made at a Greyhound office. 





River Running . . . There are cer- 
tain stretches of wild, fast river water 
that no canoe can navigate, such as 
you find in the Green River in south- 
ern Wyoming. But to this tumultuous 
water each summer come adventur- 
ous vacationers: Under guides highly 
skilled in river running, they board 
small cataract boats, specially built 
for fast water. In these boats, about 
the size of a canoe and almost un- 
sinkable, they ride the rapids and 
cataracts of the beautiful Green Riv- 
er canyons, Sleeping at night is in 
the open. A five-day trip is $125 per 
person, with the group limited to 
seven. Excellent food is included, and 
no special equipment other than a 
sleeping bag is required. Best water 
is from late May to mid-July. Write 
Reynolds Canyon Expeditions, Green 
River, Wyoming, for complete details. 





Afoot in the Smokies .. . The 
peaks of the Great Smoky Mountains 
of North Carolina are the highest in 
the East. but the hiking trails carved 
out in them are, on the whole, easy 
and level. Beginners, whose longest 
hike has been from the bus stop 
home, can tramp these trails with 
pleasure. A seven-day hike through 
the range, ablaze with flowers, is of- 
fered this summer by the Metropoli- 
tan Detroit Council of the American 
Youth Hostels for $25.30. You travel 
with a light pack, sturdy shoes, and 
good companions. High lights of the 
trip are seeing the world from Mt. 
LeConte and visiting in the back- 
woods country of the North Carolina 
mountaineers. Good folk singing 
here. Write the Council, 51 W. War- 
ren St., Detroit, Mich., for details. 
You can join the trip along the way. 





Staying at Home . . . Some people. 
you know, stay at home on their va- 
cations, spend around $50, pamper 
themselves royally, and have a won- 
derful time. You could, for instance, 
hire a maid for two hours each morn- 
ing to bring your breakfast in bed, 
straighten up, do your washing, and 
buy groceries. Cost, about $30 for 
two weeks. Reading in bed after your 
coffee and orange juice costs nothing. 
A $2 train ticket takes you twenty 
miles to see the movie you missed. 
A sun tan at home is free. Knitting 
courses cost just the price of the 
yarn, some sewing courses even less. 
You might even sign up for some 
golf lessons or diving lessons. For 
two weeks, $12 hires a bike. And, of 
course, your Chamber of Commerce 
is at hand to show you like a tourist 
through your own wonderful town. 
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Driving through History ... The 
Old Bay Line, Baltimore, Maryland, 
runs an overnight steamer (with fun 
aboard) down Chesapeake Bay, dock- 
ing at Norfolk next morning. Rent a 
car in Baltimore from National Car 
Rental System, Inc., drive it onto the 
steamer and off at Norfolk. With 
Norfolk as your base, use your car to 
cover the historical sights of colonial 
Virginia. Drive to Virginia Beach for 
good swimming, golf, and tennis. See 
Williamsburg, restored to its original 
18th century appearance; Yorktown 
and Jamestown: Richmond, where 
Patrick Henry delivered his “Liberty 
or Death” speech. Trip expense, 
based on four persons using the car, 
totals about $100 each, including 
boat fare, four nights in Norfolk, 
meals, and all car expense. See your 
travel agent. 


Fishing off Florida . . . Ninety 
miles, south of Miami, Florida, is a 
sunny little island outlined with palm 
trees. The waters of the Gulf of Mex- 
ico wash it on one side, the Atlantic 
on the other, and the trade winds 
blow fresh. The island, with its row 
of neat white cottages, is just for va- 
cationers—mostly for those who want 
to fish or learn to fish. Some go out 
with the fishing boats at dawn just to 
watch the excitement of a catch, for 
the big tuna and tarpon lie deep in 
these waters. There’s a swimming 
pool, a sandy beach, good food. Night 
life is not stressed on the island, but 
glittering Miami is easily accessible. 
The island belongs to Greyhound, is 
called Greyhound Tropical Key. Rate 
for two in a room and meals is about 
$5 daily per person. Details can be 
obtained from any Greyhound office. 


Over the Great Lakes .. . You can 
see yourself, can’t you, stretched out 
in a deck chair on a long, sleek ship, 
just about to sail from Detroit on a 
five-day Great Lakes cruise? Before 
you're through, you will have slept 
five nights at sea, eaten fourteen 
meals aboard ship, seen quaint Mack- 


inac Island, done Chicago, sun- ° 


bathed, danced, and made many new 
friends. If you took your camera 
along, you'll have prints that are 
worthy of framing. The ship is the 
S.S. “North American,” of the Geor- 
gian Bay Line, which leaves Detroit 
every Thursday during the summer. 
Fare is about $115, including every- 
thing except Federal transportation 
tax, tips, and dinner while in port at 
Chicago. The rate quoted is per per- 
son, on the basis of two to a cabin. 
For reservations, see a travel agent. 
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O VACATIONS _ sometimes 
pose problems in your office? 


The boss wonders how he can get 





along without you, and you wonder 
how in the world you will ever 
catch up when you return to your 
heavily laden desk. Recently I lis- 
tened in on an executives’ discus- 
sion of what their secretaries did 
to smooth the way for vacations. 

The discussion took place on a 
train en route from Chicago to Des 
Moines. Many of us had planned to 
go by air, but our flights had been 
cancelled because of bad weather. 
Of the twelve of us talking together 
in the lounge, one man in particular 
seemed exceedingly cheerful about 
the change in plans. This was Mr. 
Rock, from a small firm in Lincoln, 
Nebraska. He said the train trip 
would not cause him to miss a sin- 
gle appointment because his “super” 
secretary had realized that he might 
be delayed by bad weather and had 
made his appointments accordingly. 

He showed us his itinerary—one 
of the most attractive I have ever 
seen. Because of her careful plan- 
ning, Mr. Rock continued, he is 
able to do more business away from 
the office; so he brings in more busi- 
ness as a result. His secretary is so 
capable that she runs the office in 
his absence, directing the work of 
the other three girls as well as tak- 
ing care of his and her own. 

Mr. Rock went on to sing in fur- 
ther praise of his secretary, “She 
even has everything worked out for 
vacations. When she is ready to 
take hers, she calls in my former 
secretary, who is now married but 
living in town. My former secretary 
is not interested in working more 
than a few weeks a year, but she 
is glad to substitute during vaca- 
tions—and everything goes like 
clock work. That was my present 
secretary s idea, not mine!” 


I NoTICED a number of men very 
carefully listening to Mr. Rock’s 
remarks. Three of them said they 
thought that it was one of the best 
ideas they had heard of and that 
they were going to try to use a simi- 
lar plan themselves. A Mr. Law- 
rence, from Miami, Florida, told us 
that he is rather desperate for extra 
secretarial help. So, if his secretary 
is ill or away on vacation, he turns 
most of his dictation over to a pub- 
lic stenographer in a nearby hotel— 
at his secretary's suggestion! 





LISTENING IN 


ON 


THE BOSSES 


BY MADELINE 8S. STRONY 


One of the women executives 
said she had still another plan that 
has been worked out by her secre- 
tary. She sends a typewriter to the 
home of a former secretary who 
now has small children and cannot 
work at the office. This girl knows 
the business well—she can even 
transcribe the shorthand notes 
taken by other secretaries in the 
office. 

This was a most unusual meet- 
ing. All twelve told of various things 
their secretaries do to make them- 
selves of more value to the boss. 
Not a single executive had any ad- 
verse criticism to offer about. his 





Mrs. Strony, one of our popular Experts, 


will start a new series in September, 


“When You're Boss”—what to do when you 


office staff. 


are promoted to head the 
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present secretary. Nothing but the 
highest praise. 

The subject of vacations seemed 
to be a natural. Two of the men 
present were visiting their parents 
in Des Moines—for the first time in 
five years—and were especially 
thankful that they had such compe- 
tent help to carry on the work dur- 
ing their absence. 


I ASKED MR. LONG, a retired busi- 
nessman, if he had had many secre- 
taries during his business career. 
“In my early days I had many,” he 
said, “because I did not know how 
to get along with them. In my later 
years, I understood better the im- 
portance of treating secretaries as 
human beings; and, for that rea- 
son, each of them stayed with me 
a long time.” I asked him what 
advice he would give to young sec- 
retaries. 

This is what he had to say: 

“Don't expect to be a secretary 
overnight. It takes time; it takes 
seasoning; and you must serve an 
apprenticeship.” 

Mr. Long told about a girl who, 
not too many years ago, started to 
work at $18 a week and is now 
making over $100 a week. She was 
not so much interested in the initial 
salary as she was in the opportuni- 
ties for advancement. 

“Don't let money be the only de- 
ciding factor in accepting or reject- 
ing a job,” he advised. “Think of 
the working conditions, instead; the 
chances for advancement; the peo- 
ple with whom you will work; the 
reputation of the firm. Glamour 
jobs do not usually pay as high a 
salary as those with a less glamor- 
ous atmosphere. Consider what you 
want in the long run, and weigh 
the merits of the job.” 


SEVERAL OTHERS asked if they might 
give some advice also; and this, 
briefly, is the summary: 

Learn as much about your firm's 
business as possible. Look into any 
courses of study they offer. 

Be willing to do just a little bit 
more than your job pays for—that 
is, if you wish to get more pay, 
to win advancement. 

Develop a good telephone tech- 
nique, too—it can be a gold mine. 

And, remember, an understand- 
ing of people is very helpful to 
those who wish to succeed on the 
job—to move higher up. 
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It may be an Indian maharajah, a Hollywood celebrity, 

or a French millionaire who will receive the letter 

Miriam Doonan is discussing with her boss, Mr. 

Frank Wangeman, manager of New York’s Hotel Roosevelt. 
Miriam continually meets and corresponds with 

fascinating people from all parts of the world. 


The lobby of the Hotel Roosevelt, 
as seen from the Palm Terrace. Miriam's 
luxurious office is off to the left. 





BY CEDRIC LARSON 


ING SOLOMON wrote a famous proverb that 
Kk runs: “Who can tell what a day may bring forth?” 
It was written to order for you if you work for a hotel 
manager, as Miriam Doonan does. (She's secretary to 
the manager of New York’s Hotel Roosevelt. ) “There’s 
no business that I know of,” she says, “that offers a 
secretary more exciting, varied. downright challenging 
work than the hotel business. Each day is a new ad- 
venture—no two days are alike—and, at nine in the 
morning, you always wonder what the day holds.” 

Perhaps, before the day is over, Miriam explains, 
you will tactfully have to coax an overfestive conven- 
tioneer to quit trying to climb onto the chandelier; 
or have to placate a big game hunter from Africa, who 
is furious because he can’t keep his pet chimpanzee 


, 
| 


in the room with him: or have to reserve a block of 4 


twenty rooms for a visiting maharaja; or pray that no | 


one of the Boy Scout troop from Kokomo builds a fire 
in his room. Or perhaps you have on your hands the 
pernickety diner who fumes because his three-minute 
eggs were boiled five minutes—he must complain per- 
sonally to the manager. 

Sometimes a blizzard, or a railroad strike like the 
Long Island Railroad tie-up of last June, suddenly 
holds tens of thousands of unexpected overnighters in 
the city, and hundreds of extra folding cots are hur- 
riedly gotten out; every inch of the great convention 
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HOTEL 


rooms is used to house these temporary D.P.’s—who 
must be fed, as well. 

Miriam has been secretary to‘one of America’s most 
successful hotel managers for almost nine vears, serv- 
ing with him in hotels in Los Angeles and San Juan as 
well as in New York City. 

She will tell vou that secretaries to hotel managers 
do all the usual kinds of secretarial work—take dicta- 
tion, receive callers, file. answer the phone, make ap- 
pointments, and the like, just as other secretaries co. 
But there are a host of specialized duties to perform, 
too. 

A large hotel in a metropolitan area is a “city within 
a city.” It must offer all the necessities of life and quite 
a few of the luxuries. Take Miriam's hotel—the Roose- 
velt, in New York Citvy—for example. 

Miriam and her “boss.” Manager Frank G. Wange- 
man, have had the important task of running this busy 
property of the Hilton chain since July, 1951. The 
Roosevelt is a 17-story structure with over a thousand 
rooms and close to 1100 employees. Last year the 
Roosevelt put up close to a quarter of a million guests 
and served a million meals. 

As secretary to the manager of such a great hotel, 
Miriam must know her way in every department. She 
has to understand the financial end—the auditing de- 
partment, cashier’s office. accounting department, cred- 
it office—as well as the housekeepirg department. the 
dining room and food division (which includes the 
celebrated Roosevelt Grill, starring Guy Lombardo 
and his Royal Canadians; the Rough Rider Room, the 
Colonial Room, the Coffee Room, and room service ) 
and all the other departments. Miriam has “learned 
the ropes”—can even tell what will remove ink and 
coffee or fruit stains from tablecloths. 

Like other secretaries, Miriam has plenty of cor- 
respondence to look after. A hotel manager, to be suc- 
cessful, must know his guests, clients, customers—call 
them what you will. His success rests on his friendly 
manner and his ability to recall hundreds of names 
and faces and to show genuine cordiality and warmth. 
Here is where Mr. Wangeman shines. He has seven 
volumes in which are carefully compiled names and 


BUSINESS 


TODAY'S SECRETARY e June, 1958 


data on some 7.000 businessmen, diplomats. and execu- 
tives from all over the world whom he has met. whose 
paths are likely to cross his again from time to time, 
and with whom he corresponds. 

He has schooled himself over the years to recall 
readily literally thousands of names of his patrons. 
and usually knows the names of their wives and chil- 
dren—even. rumor says. the name of the family dog 
To be an asset to her “boss.” Miriam has cultivated 
this ability to remember names and faces, for a cheery 
and accurate recognition of out-of-towners is a bul- 
wark of good will. 

Every Christmas, comes the peak of the stenographic 
load. Mr. Wangeman sends 10.000 Christmas cards— 
and signs each one individually. Address lists must be 
carefully checked; and, if his acquaintance has a nick- 
name, it is incorporated in a cheery greeting to add a 
personal touch. Like boss, like secretary: Miriam her- 
self mails out 500 Christmas cards of her own to friends 
and acquaintances in the hotel business. 

But the vear around, Mr. Wangeman receives an in- 
credible volume of mail; and he is meticulous about 
answering every post card, which keeps Miriam very 
busy. Every guest gets a truly individual reply. No 
form letters in Mr. Wangeman’s office! 

In answering hundreds of letters. Miriam has be- 
come a genius at spelling correctly the weirdest alpha- 
betic concoctions that pass for names of cities and 
towns the world over. She can spell correctly—down 
to the last x, =, or q—the names of musicians, poets, 
writers. and other guests with odd patronimics who 
have staved at the Roosevelt. 

After eight vears in the hotel business, Miriam has 
come to have a genuine interest in people. “If you 
dont just naturally like people, all sorts of them,” she 
says, “stay out of the hotel business.” She likes hotel 
work, basically because she has found it a “happy” 
business. While lots of travelers are anxious and har- 
assed, a lot more are vacation-minded, in a holiday 
mood, happy and gay. Their gaiety seems almost in- 
fectious, and it’s a rare day that the hotel lobby does 
not ring with the laughter of visitors. tourists. or 


wedding parties. (Continued on page 5140) 
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Barrett's system of sending its file girls 
out on assignment takes Mary O'Reilly to 
the executive offices to pick up folders. 





© 


YOU FILE THIS WAY 


Mary’s current schedule calls for work in the Credit Department 
every morning ‘and part of the afternoon. Here she ponders a ques- 
tion from Vincent Puma, an assistant in the department. 


IN A LARGE-SIZED OFFICE 


BY MARTHE GROSS 


AKING MOVIES “on location” has long been 
standard for Hollywood. But filing “on location” 
. . . How in the world does that work? 

Very well, says the Barrett Division of the Allied 
Chemical & Dye Corporation. Their system of send- 
ing their file people out on assignment to many 
points throughout the building at 40 Rector Street, 
New York, means varied work and _ responsibility 
for clerks, and stimulating contact with people in 
other departments. 

“Our girls work at explained Mrs. 
Dowd, file supervisor. “They come here to ‘home 
base’ on the fourth floor, then go off to thé depart- 
ment they may be working in.” 


start nine,” 


As she talked, the soft-spoken supervisor showed 
us around the large, pleasant “Central Files” room 
overlooking New York’s Hudson River. 

“Does a supervisor go along with the girls?” we 
asked. 

“No, they're very much on their own,” she answered 
with a smile. “When one of our seven file people 
leaves the fourth floor in the morning and goes 
up—let’s say to the fifteenth floor—to work in the 


Accounts Payable section, she is somewhat her own 
supervisor. She does work closely, of course, with 
the supervisor of that section.” 

Barrett’s system of assignment filing was designed 
primarily to bring files “close to people,” Mrs. Dowd 
explained. In a large firm that occupies space on 
several floors of a building, there would be a great 
loss of time in “bringing people to the central files.” 

“Our Purchasing Department, for instance, is on 
the sixth floor,” Mrs. Dowd went on. “They need 
records right there for reference. Barrett keeps them 
right there. Any time of day, a secretary may go to 
these files and take out what she needs. But,” she added 
emphatically, “she doesn't re-file them. That’s done by 
our girl when she goes up in the morning.” 

“As specialists, then, you take responsibility for 
keeping the files in order wherever they are in the 
building?” we asked. 

“It's quite a job, but it works—and smoothly,” 
she replied. 

As we talked, one of her girls returned from an 
assignment. 

Mrs. Dowd introduced Mary O'Reilly, “just down 
from working in the Credit Department.” 

“Is it always about this time that you finish your 
assignment ‘on location’?” we asked. 
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the afternoons, Mary asks her file supervisor. 


a customers correspondence in the Reming- 


Back home in Central Files. where she works in 
Mrs. C. A. Dowd. about the number assigned to 


ton Rand automatic index system. 


land's skies, 


Mary, who has eves as blue as I 
9.3 


glanced at the clock. It was just 5. 

“Not always,” she said. “Sometimes it’s a_ little 
earlier or later—depending on the load.” 

She explained that some days of the week brought 
many Dun and Bradstreet reports, for instance, or 
other special credit information. 

When she does get back to the fourth floor after 
lunch, she is assigned to one of the general jobs that 
are done there. 

“About 2:45 or so, the Accounts Payable bills 
come in,” Mrs. Dowd continued. “Almost all our 
girls are back from departmental assignments by 
that time, and we all pitch in to get the bills sorted 
and into place.” 

As she talked, we walked the length of the cab- 
inets that bisect the quiet room. We asked about 
one girl we had passed along the way who seemed 
to be concentrating on filing. 

“Yes, right now that’s Marilyn’s job,” the super- 
visor explained. 

“We use the Remington Rand automatic index— 
a combination of alphabetic and numeric systems 
that gives us a code number for each piece of corres- 
pondence. I do the numbering myself, then Marilyn 
concentrates on filing the material I have marked up.” 
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An average of 58.000 pieces of mail are handled every month by 
Mrs. Dowd’s department. Here Marilyn Rhodes is busy performing 
a basic and all-important job 


sorting. 


Mrs. Dowd picked a letter from the stack about 
to go into the drawer. 

“Bethlehem Steel,” she read, indicating the letter- 
head. “We take the first two letters and find that 
the code number for them is four. Then we combine 
it with the code for the ‘S’ of ‘Steel, and we get 
four and eight—48.” 

“Then, once your girls learn the code system, they're 
well-grounded in Barrett filing,” we commented, 

“Yes and no,” she answered with a smile. “A firm 
as large as the Barrett Division,” she continued, “has 
a place for several systems, ranging from geographic 
to straight alphabetic. 

“And our girls learn them all,” she said. “They 
rotate in their jobs, not only here but in depart- 
ments. It means variety, and bettering their filing 
skill in the long run. You'd be surprised, too, how 
much pride a girl takes in knowing that she has han- 
dled her work accurately and efficiently when she 
learns that one of her co-workers will be taking over 
from her in a few months. 

We glanced at Mary O'Reilly, who had remained 
standing beside us. “Filing ‘on location’ can be fun, 
then?” we asked. 

She flashed her Irish smile. 

“Um-hmm,” she answered, with an emphatic nod. 
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Miorning Sparkle 


| Must stop all that late-hour reading. I can't ? Feel like I've been pulled through the type- 
s * 


writer roller. No sparkle here. 


even see the time in the morning. 


ee 





H Getting late and I can't find anything to 6 Beginning to look almost human again. 
» match! Soon I'll be shaking all over. . 


Can't have the boss noticing my old age! 
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BY JERRY WHITE 


Better save the funnies for the bus. Just 4 Think ll wear my best suit today; maybe 
enough time for a quick cup of coffee. : 
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it will help to pep me up. 





Good morning, Miss Petty. Youre looking 


I keep telling myself that tomorrow I'm go- 8 fresh and charming as ever—a fine example 
. 


ing to walk to the bus stop. 


for the rest of the office! 
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BY CONSTANCE L. HALPIN 
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What is a C.P.S.? 


C for Certified 


P for Professional 


S for Secretary 


BY ESTELLE L. POPHAM 


Dean, Institute for Certifying Secretaries 


AVE YOU EVER stopped to 

wonder about the promotion- 
al possibilities in the secretarial 
field? Have you ever given much 
thought to the difference between 
the duties of stenographers and 
secretaries or become annoyed 
when people in minor office jobs 
called themselves secretaries al- 
though you knew that they did not 
measure up to the title? 

Well, the almost thirteen thou- 
sand members of the National Sec- 
retaries Association have wondered 
about these things. Secretaries all, 
they wanted to develop a program 
that would professionalize their 
field of work. They decided to set 
up the Institute for Certifying Sec- 
retaries and charge it with the 
responsibility of developing an ex- 
amination that would measure top- 
level secretarial performance as 
well as prove that secretaries are 
professional workers capable of 
assuming responsibilities of an ad- 
ministrative nature. 

As directed, the Institute (com- 
posed of eighteen members—six 
from management, six from busi- 
ness education, and six from the 
National Secretaries Association ) 
set up a Certified Professional Sec- 
retary Examination. It is twelve 
hours long and designed to test not 
only the secretary's skills in type- 
writing and shorthand, but also her 
background in business law, secre- 
tarial accounting, office manage- 
ment and supervision, business ad- 
ministration, economics, and human 
relations. It sounds pretty difficult, 
but the secretaries themselves 
wanted it that way. They wanted 
a practical examination that would 
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select only the cream. One that 
measured what secretaries actually 
do, not a theoretical test based on 
textbooks alone. 

In 1951, when the first CPS exam- 
ination was given, sixty-two secre- 
taries were certified. In 1952 there 
were one hundred and_ twenty- 
three new CPS certificates awarded. 
The 1953 examination will be held 
on October 16 and 17. An applicant 
must have these qualifications: 

1. He or she must be at least 
twenty-five years of age. 

2. If not a high school graduate, 
an applicant must have at least 
seven years of secretarial experi- 
ence. 

3. If a graduate of high school, an 
applicant must have at least six 
years of secretarial experience. 

4. If a graduate of business or 
junior college, an applicant must 
have at least four years of secre- 
tarial experience. 

5. If a college graduate, an ap- 
plicant must have at least three 
years of secretarial experience. 

6. The applicant must submit the 
names and addresses of employers 
in order that the quality of work 
experience may be checked. The 
applicant does not need to be a 
member of the National Secretaries 
Association. 

7. The applicant does not need to 
be employed as a secretary at the 
time of taking the examination, but 
must have had at least twelve con- 
secutive months of employment 
with one firm. 

Application for the examination 
must be made before June 15, 1953, 
to the Committee on Qualifications 
(Gertrude E. Birkman, Chairman, 
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P. O. Box 2180, Houston, Texas | 
The total examination fee is $30 
$5 to be enclosed with the applica 
tion and $25 to be paid when the 
application is approved. If any an 
tions of the examination are no 
passed, they may be retaken twice 

Many of those who have already 
passed the CPS examination hay 
written of their increased self-con 
fidence, new successes, and impor 
tant promotions. Here are 
quotes from their letters: 

“IL have been made assistant see 
retary of the corporation in additio 
to secretary to the chairman of th 
board. | am now the company’s 
only woman officer."—Mrs. Mary T, 
Young, Textron Incorporated, Prov- 
idence, Rhode Island. 

“As a result of the exam, I have 
received many wonderful compli- 
ments, an increase in salary, an up- 
grade in my position with the 
company, and am personally very 
proud.”—Gladys Jurchak, Houston 
Trans-Continental Gas Pipeline, 
Houston, Texas. 

“I received a raise and a recom- 
mendation that | be made corpora- 
tion secretary of the company—and 
I was!”—Anna M. Adams, Goldrus 
Drilling Company, Houston, Texas, 

“My passing the exam brought 
me a raise of $20. Besides this, a 
firm in Washington offered me a 
job for $150 a week, and a local 
real estate company offered me a 
job for $200 a week. After much}\\\) 
thought, I decided to keep my pres- 
ent job because I like it so very} 
much.”—Grace R. Hartge, Annapo-} & 
lis, Maryland. S 
“I received deep personal satis- 


som 








— 

















faction and an increase in self- . 
confidence. I used to wonder how 
I really measured up with secre- 
taries outside my own small circle. 
My CPS certificate assures me thatiS 
I can hold my own with other 
secretaries."—Myrtle Crooks, Lega SS 
Secretary, New York. : : 

Management, too, is coming té S 
respect the CPS program more andRyS 
more. A number of employers haves 
written to say how pleased they are 
that real secretarial talent is receiv-& 
ing recognition. Why not gain thisiS 
recognition for yourself? Here is aR 
program aimed toward the appre-e 
ciation of the mature, experienced 
secretary. It is a worthy goal tom 
ward which the beginning workef 
can set his sights. Add your name t@ 
the CPS roster. 
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You may not have air conditioning in your office, 






but you'll still be cool as a frosty parfait in this | 







Jonathan Logan dress of sheer striped nylon and 






cotton bouclé outlined with black scroll work, 





gleaming black buttons, and patent leather belt. 
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You can scrunch it into your vacation suitcase or 







wear it all day at the office, and it will still look 







fresh. In lovely shades of pink, lemon yellow, pale 







blue, or white—with black. Sizes 7 to 15. About | 


$12.95 at Best & Co., New York; J. L. Hudson, 
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Detroit; Broadway Department Store, Los Angeles. 
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You'll do multiplication tricks with both 
your office and vacation wardrobes if you 
add Ilene Rickey’s polka-dot cotton 
quartet-——a cuffed nipper jacket, sleeve- 
less blouse, unpressed pleated skirt. 
shorts—plus a patent belt. Sanforized 

for safe washing. White—with navy, black, 
or red. $10.95 complete, at Abraham & 
Straus. Brooklyn; Charles A. Stevens, 
Chicago; J. W. Robinson. San Francisco. 


You'll look crisp as a perfect letter 
in this smartly striped dress by Helen 


Whiting. It’s made of Cortley’s “Everglaze” 


wrinkle-resistant cotton and is trimmed 
with knit cotton ribbing at the neck 
and cuffs. Gray, blue, or brown—on 
white. Sizes 7 to 15. Priced under $11. 
At Thalhimer’s, Richmond; Bullock’s, 
Pasadena; and Foley’s, Houston. 
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SUN 





CLOTHES-— 


FUN 
CLOTHES 


Whether its two months, two weeks, or just a 
series of week ends that spell vacation for you 
this vear, you ll probably need a few additions 
to vour wardrobe. And, when you buy, buy 
wisely. Search out the fabrics with wrinkle- 
resistant labels, the sun clothes with practical 
cover-ups that let them double for travel wear 
—and, so very important, for the office when 
vou return. 






















a 


With an eye to both your office and vacation 


too—the sheath as a sun dress; the redingote 
(with a dark slip) as a separate dress. Brown, 
black, navy, violet. Sizes 10 to 20. $19.95 
at R. H. Stearns Co., Boston, and at 

Hahne & Co., Newark, New Jersey 





Just what the working girl called for is 
this smartly checked Henry Rosenfeld dress 


| of easy-to-care-for puckered nylon. It 
washes in a wink and skips ironing. In 

| navy, green, and brown. Sizes 10 to 18. 
At Russeks, New York; R. H. White, Bos- 


| ton: and The Hecht Company, Washington. 
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needs, L’Aiglon has designed the variable outfit 
below—a sheer tissue chambray redingote atop a 
| checked gingham sheath. Wear them separately, 





e June, 1953 


You'll have plenty of good times in this sa‘leloth 
dress by White Stag that’s designed to take rough 
treatment and still look smart. Cinch belt arranges 
the fullness; contrast stitching outiines the 

broad neckline and other details. In white. red. 
navy. green, black, charcoal, blue. coral. brown, 

or vellow. Sizes: small. medium, large. $9.95 
at B. Altman & Co., New York: Kaufmann’s, 
Pittsburgh; and Field Schlick. St. Paul. 











A beach towel plus a belt be- 
comes a smart cape-stole 

to protect you from too much 
sun. $2.98 buys a big Pacific 
Mills printed Sunshower beach 
towel, 36 x 72 inches, to 

make into a perfect stole 











| 
THE FRESH 


Crisp, cool. and fresh-as-a-d. is the picture you’)l 

create in the office (or off having fun) in this prac- 
tical Nelly Don suntown fashion of wrinkle-resistant 
chambray. White embroidery frosts the wide band of the 
bodice of the sun dress and edges the cover-up bolera. 

In gray. aqua. rose, helio. Sizes 10 to 20: 10% to 20%, 
Under $15 at Dewees. Philadelphia; Edgar A. Stevens, 
Evanston, Ill.: Stewart Dry Goods. Louisville. Ky. 


The new bloomer-style swim suits are 
especially flattering this vear. Shown 
here is Sea Nymph’s version in lastex. 
About $15 at Arnold Constable. New 
York. and Jordan Marsh. Boston. (Sea 
Nymph suit at left costs about -$9.) 
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AS -A-DAISY LOOK 


By HELEN WHITCOMB 


HERE ARE THREE whole, wonderful months of 

summer ahead—months when life is more carefree, 
clothes are lighter and more comfortable, and your 
greatest beauty asset (on or off the job) is a cool, fresh- 
as-a-daisy appearance. Acquiring this daisy-fresh look 
takes a bit of doing. It’s the result of a careful com- 
bination of keep-cool psychology and your own clever 
ability to make the most of the many grooming aids 
available. 

When the temperature goes soaring, it’s wise to 
keep peace in your soul and to adopt a slower pace. 
There’s nothing that makes you feel so right with the 
world as getting up a bit earlier so that you can have 
a leisurely shower before breakfast and can stroll 
calmly to the bus stop. You feel a million times bet- 
ter—and cooler—than when you throw on your clothes 
in a hectic rush and dash to work, getting more hot 
and irritated at every traffic delay or elevator you miss. 
A serene, collected look is the flattering evidence of 
a serene, collected mind. 

You feel better, too, when you know you are immac- 
ulately groomed—when you are your freshest, loveliest 
self. You wouldn’t think of skipping a deodorant, neg- 
lecting to use a depilatory, letting your hairdo get 
stringy and oily, or wearing a wrinkled dress. But, in 
summer, you want to make life easier for yourself. That 
means you'll choose clothes that require a minimum of 
care—airy, wrinkle-resistant or no-iron fabrics. Your 
hair style will be simple; and you will have it cut by 
a professional so that it will require only a few deft 
strokes with a brush to keep it neat. Or, perhaps you 
will want to give yourself a soft permanent to buoy 
up your curls during swimming season. The hair sprays 
are also real friends and help save many a hairdo on 
humid mornings. 

Hand in hand with daintiness goes proper make-up. 
Once you have acquired a lovely burnished tan, your 
make-up can be held to a minimum. You'll wear deeper 
shades of powder and foundation to enrich your tan 
and to blend in any unevenness in color. Now is also 
the time to try a bright golden-red lipstick to flatter 
your new bronze coloring. Your main concern will be 


warding off an oily shine. This calls for extra cleansing 
efforts and means keeping a quick liquid cleanser or 
jar of cleansing pads handy in your desk drawer for 
frequent cooling cleanups. ) 

Some of your best cool camouflage aids for sumimer 
are fresh, crisp accessories. To enhance the frosty effect 
you wish to create, there’s nothing like sparkling white 
gloves. perhaps some snow-white jewelry, and either 
a tiny white hat or a pretty band of flowers. Flowers 
can add magic to a simple outfit when they are used 
wisely. If you don’t wear a flowered hat, choose one 
other spot to accent with flowers—daisies on your 
purse, mixed flowers tucked into your belt, or a few 
violets on your cuff, perhaps. 


AND NOW FOR BEAUTY AT THE BEACH. Select a bathing 
suit that flatters your figure. Be sure the size is correct 
and search out one with the particular figure-flattering 
lines you need. With this year’s new bloomer-style 
suits, strategically placed gathers, and special figure- 
molding constructions, almost anyone can compensate 
for figure faults. (And swimming itself is an excellent 
beautifying exercise, you know. ) 

The sun will do nice things for your complexion. 
Achieving a lovely tan is a slow process, requiring 
plenty of patience and plenty of sun lotion unless you 
want to join the well-broiled blister brigade on Mon- 
day. One of the clever protective cover-ups you can 
devise is a pretty beach towel worn stole-fashion and 
belted at the waist, as in our picture. This way, one 
necessity doubles as a smart accessory. Sun glasses are 
also good sun insurance. No matter how pretty your 
tan is, bloodshot eyes and squint lines are nasty accom- 
paniments that can’t be compensated for. It’s most 
important to guard against them by wearing good- 
quality sun glasses. Your eyes are so precious that 
youll find it wise economy to invest in good glasses 
with optically ground lenses. 

This summer do your best to look cool and pretty, 
and you'll surely feel much better. Besides, the girl 
who lIcoks fresh as a daisy always knows the answer 
to the “he loves me—he loves me not” question. 
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4789-—Cool and pretty for summer dates is 
this portrait-neckline dress. Sizes 11 to 17. 
Size 13 takes 4%, yards of 39-inch fabric. 


9296—Our version of the always flattering 
coachman-style dress has a flared, side-button 
skirt. You might’ want to make it with white 
pique revers. Sizes 12 to 20, and 40. Size 
16 takes 444 yards of 39-inch fabric. 


4874—You’ll mix, match, and love these easy- 
to-sew separates that can be worn so many 
ways. There’s a brief-collared blouse. skirt 
with big pockets, and a short spencer jacket 
to be made with short or long sleeves. Sizes 
10 to 18. Size 16 jacket and skirt require 
4 yards of 35-inch fabric; blouse 154 yards. 


9055—You'll want this pattern for your vaca- 
tion wardrobe. There’s a smart tie-tab blouse, 
shorts. and a cover-up skirt. Sizes 11 to 17. 
Size 13 blouse takes 1°4 yards of 35-inch 
fabric; skirt 34% yards; shorts 144 vards. 
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Send 35 cents in coins for each pattern to: Today’s Secretary, 
215 Pattern Department, 243 West 17 Street, New York 11, 
N. Y. Add 5 cents for each pattern if you wish it to be 
mailed first class. 
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Ot GOES 
SHOPPING 





iffan ht 
If, BALMY BREEZES! Blue, blue 
A water! And two lazy weeks with 


nothing more complicated than a tennis 
to keep track of. How 
cations! Here's hoping yours is as won- 


I love Va- 


score 
| . 
| derful as | expect mine to be. But betor« 
Topay’s Secrerary disappears from your 
mail until September. we have a bump- 
er crop of shopping suggestions. 

Slick for Summer. Here's a perfect two- 


sore lor smart accessorizing matching 
gloves and pillbox hat. Both are trimmed 
flat tailored make them 
doubly attractive. The piqué gloves by 
Shalimar have nylon palms to give them 


| perfect fit, and they cost about $3. The 


, with bows to 





perky pillbox by Madcaps costs about 
$3.95. Both at Bloomingdale’s, New 
York; Marshall Field’s, Chicago. 


Lilt 


improving 


New Lilt in Your Life. 
manent 


P. T- 


Hlome 


has done SONU 
a new 


instant neutralizer (apply it only twice, 


time for your summer permanent 


no waiting) and a built-in hair condi- 
tloner. 
Patootie Pancake. Smart low-heeler for 


vacation is Patootie. In navy suede with 
red calf trim, coppertone or navy suede 
with matching calf trim, grav flannel with 
black calf, or in all red calf. $9.98, plus 
335 cents for postage and insurance. Or- 
der from Mandel’s, Dept. TS, 518 West 
7 St., Los Angeles 14. Be 


correct shoe size. 


sure to give 





Speared Ear? Your pretty pink car lobes 
aren't really pierced by an arrow when 
you wear these clever little arrow car 
rings. ingeniously designed by Chief 
Blue Sky Eagle to create just such an il- 
Instead. they comfortabk 


lusion, have 


screw backs. Available in 18k gold plate 
burnished 


or sterling silver, for $2: in 


¥: 





copper, for $l—postpaid and tax in- 
cluded. Order from Old Pueblo Traders 
Box 4085, Dept. TS-1, Tucson 


Arizona. 


Flower Halo. Ilere’s a wisp of summer 


Hattery that gives you the finish of a 
hat (all good secretaries wear hats. vou 
know ) vet is light and cool to wear. It's 
a lovely litthe hair band covered with 
velvet and trimmed with flowers and a 
face veil. Our picture shows a band 
covered with tiny imported flowers. But 
this is only one of the many styles you 
can order. Other stvles have just a clus 
ter of daisies or roses at one side: can 
be had with or without the veil. Since 
the halos are made by hand. vou can 
ictualls specify the type of flowers and 
the stvle vou wish. If possible, they will 





be made to your exact order. Particularly 


pleasant is the low 
paid. At that price, 
because they come in black, brown, navy, 
red, white, other 
shades. A special price is offered of two 
for $3.69, or three for $5. Write to Terry 


price—$1.98, 
you may want several 


post 


and most popular 


Roberts, Dept. TS, 116 East 55 Street, 
New York. 
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keep your lipstick 
Yy Ou 


on 








N U'Lips 


lipstick protector 
Keep your lipstick of 
your veil, your napkin, 
your man! Keep it on 
you all day long by 

s brushing clear, 
liquid Nu-lips over 
your favorite lipstick — 
even the creamiest kind! 
$1 plus tax 


If unavailable locally, send $1.20 
to Renotr parfums Itd. 


120 w. 42No s7., N.Y. €. 





Here's What You DON’T Learn in 


School! 
Y here it is virls 1‘ j ’ 


S358 1O1l On 5 


Cuts’’—the most rollicking, comprehensiv 

ing ever compiled tor the modern tary 

Cleverly illustrated by secretary-author Magi May 

“ the (nok » St | 1 Wwitl \ ! } 
ned fro lo f n New Yo 

tising, ucn 1 aft n newspape c } S 


Real New Books, Box 1432-T, GPO, N. Y. I, N.Y 














TWIN GOOD-LUCK RINGS 


Designed by the skilled indian Silversmith, Blue Sky 
Eagle. Sterling Silver rings set with 5 turquoise blue 
stones. Usually worn 2 on a finger. They may also be 
bought separately at $2.95 each, $5 for a pair 
Send rine “ioe oF meaanre vith irene Sate ae" 
Order bu a todau, Ne COD Ae { ee he Pi ” 
BOX 4035, DEPT. TS-3 
OLD PUEBLO TRADER TUCSON. ARIZONA 








DON’T WAIT ANY LONGER! 


If you haven't used that coupon on 
page 481 of your May TODAY’S SECRE- 
TARY, clip it out today and send it in 
with your order for the coming volume. 
You'll want to read all the new promo- 
tion-winning articles being planned for 
you beginning in September. 

Regular rate, $5, for 2 years or $3 
for 1 year includes a Refresher Course 
in Gregg Shorthand free. 

Address TODAY'S SECRETARY, Subscrip- 
tion Department, 330 W. 42 Street, New 
York 36, N. Y. 




















Just About Shorthand 














KILL-BUILDING SUGGES- 
TIONS (continued from the 
March issue). Now that you have 
made your decision to become a 
better secretary and have mapped 
‘out the general course you will fol- 
low, I should like to discuss my ex- 
act steps to speed attainment. If 
you follow them closely, I feel sure 
that you will reach your 160 goal. 
I know of no easier way of doing it. 
On your two-hour speed practice 
sessions at home, consider first the 
three steps forward to 160. Building 
speed from 100 to 120 is easy and 
won't take long. Building speed 
from 120 to 140 is still easy, but it 
will take a little longer. Building 
speed from 140 to 160 is harder and 
will take more time. 

I suggest, for the first step for- 
ward, one five-minute take at 140 
words a minute and three five-min- 
ute takes at 120. (The reason for 
beginning with the 140 take is be- 
cause we want a speed that is be- 
yond us at first. It will make the 120 
seem easier by comparison, and our 
writing control will be less difficult). 
Spend a half hour repeating each 
take. Repetition practice is the key 
to building speed up to 160 words 
a minute. The other two steps, of 
course, should be practiced in the 
same way. 


WHAT KIND OF MATERIAL should 
you use for the takes? I think the 
Congressional Record is best be- 
cause, within. the hundreds of 
speeches and debates that take 
place each day in Congress, you 
will find all the words, both usual 
and unusual, that you will be called 
on to write in general shorthand 
work. Also, in the Appendix, you 
will find additional speeches, edi- 
torials, sermons, and letters—all the 
useful material you will ever need 
for speed building—and all at a ri- 
diculously low price. 

Read back at least one-third of 
what you write. This can be done 
while riding to and from work or 
whenever you have a minute to 
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spare. Neglecting this most impor- 
tant part of speed building is one of 
the prime causes of lack of confi- 
dence on the part of 
writers in their ability. Most writers 
can actually read back better than 
they realize. They just haven't read 
back often enough to know! 


shorthand 


THE PRACTICE THAT The 
more practice, the better you will 
be; even if vou practice only for ten 
minutes a night. However, during 
your practice sessions, do your ut- 
most to concentrate on what is be- 
ing said, and try to get it all down 
no matter what kind of outlines you 
make. You will do yourself a world 
of good; vou will get results; your 
speed will increase. I must repeat, 
however, it is.the quality of your 
trying that counts in building speed 
this way. You must give it every- 
thing you have in the way of con- 
centration and must make a real 
effort to get something down for 
every spoken word. 

An exaggerated word-picture of 
what I mean by this “trying”: The 
person who concentrates—who real- 


COUNTS. 


ly tries—has his eves screwed up, 
his brow furrowed, his nose to the 
bock, his body tense, his feet 
planted firmly on the floor, his hair 
askew; and he writes furiously, for 
all he is worth. The person who is 
not going to gain by his practice is 





the one who has his elbow on _ 
table, his chin supported on his 
hand, his head at a lazy slant to 
the notebook before him, his legs | 
crossed, and who writes in leisurely 
fashion—as if he were thinking, “If | 
I get it, O.K.; and, if I don't, so 
what?” 


Now COMES THE BIG QUESTION every- 
body asks: How soon will I achieve 
160 words a minute? This is my 
answer: There is one thing certain | 
about developing any skill, espe- 
cially shorthand. The more you 
work at it, the better you will be. | 
The less you work at it, the less you 
will progress. It is as simple as that. 


If you work at it four hours a week, | 


you wont get much accomplished. 
If you work at it 20 to 40 hours a 
week, you will make excellent prog- 
ress. 

Thus is illustrated a law of life. 
You may prefer to go to the movies 
or dance or watch television for 2Q 
to 40 hours a week, and to study 
shorthand for only four. You can do 


this in this free land of ours if you | 


want to, and you will have a won- 
derful time; but you won't improve 
your shorthand. On the other hand, 
you*can work at shorthand for 20 
to 40 hours and play for only four. 
This means that you will make real 
progress in shorthand, but you 
wont be able to get much playing 
done. It is up to you to decide 
which your prefer and to accept the 
consequences. Life is as simple, and 
as dependable, as that. You get out 
of it exactly what you put into it- 
no more, no less. How wonderful 
for those who are ambitious! And 
you are reading these words be- 
cause you are ambitious; so I know 
you will find it encouraging. 








Jack Romagna, seated at desk, makes ready to take down President Eisenhower's 





mo 


words at a news conference in the Executive Offices Building in Washington, D. C. 
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I. Mervin Cooksey, district sales manager of the New York 
sales office of Brown and Bigelow, is shown with his secre- 
tary, Lois M. Lonnquist. Mr. Cooksey was named “Boss of the 
erv- Year” by the New York City Chapter of the National Secre- 
ieve taries Association at their fourth annual Boss Night Dinner. 
= 2. Arthur F. Douglas, chairman of the New York Heart 
‘tain Fund, accepts a shorthand scroll from Agnes Peterson, presi- 
spe- | dent of the New York Chapter of the National Secretaries 
vou Association. The scroll, presented in behalf of the secretaries 
‘hen of Commerce and Industry chairmen, thanked Mr. Douglas 
; for his recognition of the secretaries’ aid to the Heart 
you Fund and for the recent party he held in their honor. 
} . 
that. 
eek. 3. Miss Sally Stuber, national president of Executives’ 
hed Secretaries, Inc., smiles happily and thinks of the sue- 
; , | cessful convention recently held by her organization, This 
rs a meeting was held May 23-24 in Berkeley, California. 
rog- 

4. Miss Dorothy Karlson, sponsor of the Eta Omicron 
life Chapter of Alpha lota Sorority at Honolulu. Business 
oii College, looks on as Miss Constance Arii, past president, 

oa presents Miss Betty Kim with the Chapter Scholarship 
r 2Q Award. Miss Kim, a graduate of the College, is employed as 
udy i secretary with the U.S. Immigration Service in Honolulu. 
n do 

vos %. Miss Margaret Ann Weir, president of the Alpha Chapter 
: of Alpha lota Sorority at the American Institute of Business, 
von- Des Moines, lowa. was elected Queen ol the Midwest States 
rove | Association Conclave of Alpha lota and Phi Theta Pi. 
and, 
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“We will not be INTIMIDATED!” 


BY JEROME KEARFUL 


illustrated by JOHN PETERSON 
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ERE'S THE START of a new 

series of typewriter alphabets 
that you can type on any machine and 
get comparable results. 

This particular alphabet is known 
as a reverse face—white letters on a 
dark background. Only the lower-case 
(small) letters are shown here because 
of space limitations. In my next ar- 
ticle, we will illustrate the capital let- 
ters, with appropriate samples, some 
reduced and others in actual size. 

One little touch of display typing 


7. EST 7S 





YUMBER 


BY HOWARD ROTHACKER 


adds “zing” to regular typescript. Use 
it at the beginning of a paragraph to 
get the reader into the text quicker. 
On a post card, a small spot of display 
lettering eliminates that run-of-the- 
mill look. And attractive numerals can 
supply the necessary figure emphasis 
for price tickets. 

Our new series will play up the 
practical side. A different display al- 
phabet will appear in each issue. Use 
them all to pep up sales bulletins, to 
add dash to your bulletin board. You, 
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This design is fun to make. To 
get the gray background, type 
capital X’s on top of capital O's, 
using underscore to fill in be- 
lines. A few lower-case 
were used in making 


c 


|, & &, and 2, a. 4, 





Above is an actual-size sample of 
the design. This display can be 
used on a post card announce- 
ment. Or center it at the top of an 
81% by 11 inch sheet, with wider 
lines (about six inches) under- 
neath. Then center again at bot- 
tom to complete a formal layout. 


amma H 
lol tellh ebb lela 





This informal layout (reduced 
here) permits copy to be placed on 
practically any side of it. Use this 
layout with wording of your own. 


too, can acquire a reputation for in- 
genuity simply by putting into prac- 
tice the suggestions in this series. 
Your boss will like the new typing 
look. 

All the tricks and short cuts will be 
explained. You'll learn, in the Septem- 
ber issue of Topay’s Secretary, how 
simple it is to rough out a design in 
pencil so that you will need only type 
your copy once. All the illustrations 
shown on this page were typed ac- 
curately the first time. 
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Teacher Division 
J. Wilfred Johnson 





GRAND PRIZE 


Stenographer 
Division 





F. A. Zajicek 


Ist Place 











/ 
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Alice Okuda 
Ist Place 


Norma S. Hall 
2d Place 


Virginia Saffran 
Ist Place 


Elaine Hiye 


2d Place 





S. Charoenlap 
2d Place 


Amy Woon 
2d Place tie 
















Joe C. Phillips 
3d Place 


Edwin R. Bowman 
3d Place tie 


Student 
Division 


Maxine Kellar 
3d Place 


Kasem Phongphua 
3d Place 


Lucy M. Christian 
3d Place tie 


We're Proud of the OGA Winners! 


Report of the Annual Contest by FLORENCE ELAINE ULRICH, Director of Gregg Awards 


HE TRULY BEAUTIFUL 

shorthand written by secre- 
taries, reporters, students, and teach- 
ers in this year’s Contest was espe- 
cially gratifying to see! We have 
said many times in these pages that 
students will imitate the teacher's 
style to the point where we have 
been able to determine from a sec- 
retary s notes the school from which 
he was graduated! Well, again this 
year, we could distinguish the char- 
acteristics of the teacher’s writing 
in hundreds of the fine specimens 
entered in the Student and Stenog- 
rapher Divisions. The similarity of 
style is unmistakable. 

We congratulate the contestants 
who, by their response, not only 
helped to make this Contest a BIG 
success, but demonstrated so con- 
clusively what a little practice can 


do toward developing good short- 
hand penmanship. It was a pleasure 
to read their notes! The awards 
made to the prize winners are richly 
deserved. We hope that their suc- 
cess in this Contest is but the be- 
ginning of a great career in busi- 
ness! 

We want to thank those contest- 
ants who tried but did not earn an 
award this year. We wish it were 
possible to write each of you to tell 
you how close you came to winning, 
how little effort it still requires to 
correct a fault or two of style that 
would make you a winner another 
year. But our work does not permit 
us to do all the nice things we 
should like to do for you. However, 
if you will follow the instructions 
and suggestions offered in this De- 
partment each month, you will get 
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the help you need. The articles are 
usually suggested by the questions 
you ask, observation of your work, 
and the opportunities we see ahead 
for you. 

Most of the Contest papers were 
fluent, the outlines well propor- 
tioned, the curves well formed, and 
the joinings good. Accurate short- 
hand is invaluable to the secretary 
and stenographer. A good style can 
be acquired while you are in school, 
as thousands of our top-flight secre- 
tary subscribers have testified. And 
you need no longer believe the as- 
sertion that secretaries “write their 


own system of shorthand” after 


they leave school. Our experience in 
reading their beautiful notes in this 
Contest proves definitely that this 
isn't true! 

(Winners listed on pages 524-528) 




















Wallace Rider Farrington High School. Honolulu, Hawaii—First Place, High School Division 





phua 





Philippine College of Commerce, Manila—First Place, Private School Division 


St. Mary’s Academy, Colon, Panama—First Place, Parochial School Division 


Top-Prize 


School 
Teams 


1953 














INDIVIDUAL WINNERS 
Grand Prize 


Silver Loving Cup and Gold and Enamel OCA Pin 
J. Wilfred Johnson, Lacombe High School, Lacombe, Alberta, 


Canada 


Student Division 
Top Places 


First Place—Silver Loving Cup—Virginia Saffran, Institute of Notre Dame, 
Baltimore 3, Maryland 
Second Place—“Sweepster” Pocket Watch—Elaine Hiye, Hilo Commercial 
College, Hilo, Hawaii 
Third Place—Esterbrook Fountain Pen Desk Set—Maxine Kellar, High 
School, Shinnston, West Virginia 


Next Ten Places 


Personalized copy of Hutchinson's “Standard Handbook 
for Secretaries” 


aod Murray, High ponent, Ithaca, New York 

istrella Acerbo, Hilo Commercial College, Hilo, Hawaii 

Lea Paquin, St. Joseph High School, Lowell, Massachusetts 
Dorothy Harnish, J. McCaskey High School, Lancaster, 
eg Fanale, Catholic High School, Altoona, Peniasylvania 
2at Walsh, Mundelein Cathedral High School, Chicago 10, Illinois 
Rawang Chochuwong, Assumption Commercial College, Bangkok, Thailand 
Barbara Wright, West Phoenix High School, Phoenix, Arizona 

Imran Nurabai, Assumption Commercial College, Bangkok, Thailand 
Patricia. Womack, Crooked Oak High School, Oklahoma City, Oklahoma 


Pennsylvania 


Stenographer Division 


Top Places 


First Place—Silver Loving Cup: F. A. Zajicek, Ford Motor Coonpene, 
P.O. Box 608, Dearborn, Michigan; tied with Charat Tantulaphong, 
Bangkok, Thailand 

Second Place—“Sweepster’” Pocket Watch: Amy Woon, Kwong Choon 
Cheong Foundry, Kampar, Perak, Federation of Malaya; tied with 
Somsak Charoenlap, British Embassy, Bangkok, Thailand 

Third Place—Esterbrook Fountain Pen Desk Set: Lucy Marietta Christian, 
54 Marion Avenue, Springfield, New Jersey; tied with Kasem Phong- 
phua, British Embassy, Bangkok, Thailand 


Next Ten Places 


Personalized copy of Hutchinson's “Standard Handbook 
for Secretaries” 


Mary Ann Zawada, 3527 Junction Avenue, Detroit 10, Michigan; tied with 
Wong Chi Kit, The Perak River Hydro-Electric Power Company, Ltd., 
Malim Nawar, Perak, Federation of Malaya 

Emma Falcone, 16 Mapledale Street, Rochester 9, New York 

Gizella Racz, 3663 Strathavon Road, Shaker Heights 20, Ohio 

Carmen D. Camacho, Box 1437, Ancon, Canal Zone; tied with Sarah M. 
Thomas, Naval Aviation Supply Depot, 700 Robbins Avenue, Phila- 
delphia 11, Pennsylvania 

Ann Runion, Box 351, Williamsburg, Virginia 

Mathew T. Nagasawa, Shimizu Construction Company, Ltd., 
tral Post Office, Naha City, Okinawa Island 

Earl M. Armstead, 802 51st Street, N.E., Washington 19, D. C. 

Barbara C. Bryant, Overseas Shipping Company, 310 Sansome Street, San 
Francisco, California 

Magda Duran, 17 Avenida Norte #2, San Salvador, El Salvador, Central 
America 

Mrs. Wythe A. Poff, Copper Hill, Virginia; tied with Mrs. Cora Lee Dial, 
Cimarron, New Mexico 


Box 1, Cen- 


Teacher Division 


Top Places 


First Place—Silver Loving Cup: Alice Okuda, Hilo Commercial College, 
Hilo, Hawaii 


Second Place—“Sweepster” Pocket Watch: Mrs. Norma S. Hall, Lamar 
State College of Technology, Beaumont, Texas 

Third Place—Esterbrook Fountain Pen Desk Set: Edwin R. Bowman, High 
School, New Rochelle, New York; tied with Joe C. Phillips, Bay City 
High School, Bay City, Texas 


Next Ten Places 


Personalized cepy of Hutchinson's “Standard Handbook 
for Secretaries” 


Mrs. Daisy Eloise Conquest, Hilo Commercial College, Hilo, Hawaii 

Mrs. Margaret B. Lotz, Howard County Senior High School, Ellicott City, 
Maryland 

Sr. Eustelle-de-l’Eucharistie, 
Massachusetts 

Sr. Magdalene Marie, Mount Saint Dominic Academy, Caldwell, New Jersey 

Mrs. Catherine C. Manion, Central School, Waterville, New York 

Verna L, Leech, High School, Carrollton, Missouri 

Irene Creager, High School, Marysville, Kansas 

Mrs. Harvey McFarlane, College of Commerce, South Bend, Indiana 

Mrs. Clytis Marie Kersey, Lain Business College, Indianapolis 4, Indiana 

Donald H. Peterson, Pinkerton Acade »my, Derry V illage, New Hampshire 

Ann R. Kostylo, Bradshaw Business School, Lowell, Massachusetts 

Audrey V. Dempsey, East Carolina College, Greenville, North Carolina 


Notre Dame High School, Southbridge, 


(Individuals Honorable Mention list available in leaflet form on 
request accompanied by a self-addressed stamped envelope.) 

















SCHOOL AWARDS WINNERS 


Grand Sehool Prize 


Silver Loving Cup to the Schoob, and a $100 U. 8S, Savings Bond 
to the Teachers 
Assumption Commercial College, Bangkok, Thailand; Brother Rogatien, B. 
Samud Bhuvanit, R. Sanan C homphaisal, P. Vichit Sukthavorn, P. 


Manu Sasiprapha, B. Thive Bunyavanich, B. Thiva Bunyavanit, and 
B. Thiva Bhunvani, teachers. Score: 127 


Divisional Prizes 


Top Places 
First-Prize Traphy ta the School, and « 825 U. 8. 
to the Teachers 


Savings Bond 


High School and College Division: Ww allace Rider Farrington High School, 
Honolulu 17, Hawaii; Mrs. Keakealani L. Char, Florence Yamada, 
Mrs. Yuriko Y. Nishimoto, and Nyuk Shin Ching, teachers. Score: 103 

Private School Division: Philippine College of Commerce, Manila, Philip- 
»ines; Eutiquio C. ideation Francisco Ancheta, Hospicio Poscablo, 
aes C. Samano, Mrs. Sebastiana $. Aragon, Mrs. Soledad §. Orlina, 
Florencia I. Sison, —_ Adelaida B. Zamora, teachers. Score: 121 

Parochial School Division: Mary’s Academy, Colon, Republic of Panama; 
Sr. M. Heribertha bens Josefina Correa, teachers, Score: 100.25 


Second-Prize Banner to the School, and a “Sweepster” Pocket Watch 


to the Teachers 


High School and College Division: High School, Shinnston, West Virginia; 
Mrs. Velma Leve, teacher. Score: 102.75 

Private School Division: Hilo Commercial College, Hilo, Hawaii; Mrs. 
Jaisy E. Conquest and Alice Okuda, teachers. Score: 107.5 

Parochial School Division: Alvernia High School, Chicago 18, Illinois; 
Sr. M. Assumpta, Sr. M. Digna, and Sr. M. Wilbert, teachers. 
Score: 94.75 


Third-Prize Banner to the School, and a Fountain-Pen Desk Set 
to the Teachers 


High School and College Division: High School, Marysville, 
Creager, teacher. Score: 96 

Private School gy Margaret Dietz Comme rcial School, Honolulu 4, 
Hawaii; Mrs. Edith B. Dietz, teacher. Score: 94.2 

Parochial School Division: Notre Dame High School, Southbridge 
chusetts; Sr. Marie-de-Lourdes and_ Sr. 
teachers. Score: 94.45 


Kansas; Irene 


, Massa- 
Eustelle-de-l’ Eucharistie, 


Prize-School Banners 
Next Five Places 
Banner to the School, and a Year's Subscription to 
to the Teachers 


“Today's Secretary” 


High School and 
College Division 


Private School Parochial School 
Division Division 


High School, Albu- Goldey Beacom School John Carroll High 
querque, New Mex- of Business, Wil- School, Birmingham 
ico; Lillian M. Kie- mington, Delaware; 5, Alabama; Sr. M. 
ke, Wilma Deen, Mrs. Isabella B. Mildred, teacher 


and Juanita Patter- 
son, teachers s 
Union High School, Dunsmore’ Business 
Watsonville, Cali- College, Staunton, 
fornia; Ruth P. Ma- Virginia; Mrs. Eliz- 
han, teacher abeth Brant, teacher 
Community High 
School, Pekin, Illi- 
nois; Myrtle E. Ma- 
bry, R. J. Franz, 
Juliabel Strauch, 
and F. R. Howell 
Union High School, 
Milton Junction, 
Wisconsin; Ruby A. 
Agnew, teacher 
High School, Ecorse 
29, Michigan; Carl 


Hitch, teacher Institute of Notre 
Dame, Baltimore 3, 
Maryland; Sr. Mary 
Evina and Sr. Mary 
mB armella, teachers 

Joseph’s School, 
st eae mg Canal 
Zone; Sr. M. Lionel, 
deg 

Saint Louis Academy, 
Lowell, Massachu- 
setts; Sr. Agnes-du- 
Sauveur and Sr. 
Gertrude -du-Divin- 
Coeur, teachers 

Saint Ann’s Academy, 
Rawdon, Montcalm, 
Quebec, Canada; Sr. 
Mary Laure Therese 


International College, 
Fort Wayne 2, Indi- 
ana; Lottie M. Mills, 
teacher 


Cortez W. Peters Busi- 
ness School, Balti- 
more 17, Maryland; 
Evelyn D. Wilkey, 


teacher 


Wilton Academy, Wil- 
H. Peterson and ton, Maine; Florence 
Mrs. Mildred Comp- E. Greenleaf, teach- 


ton, teachers er rie, teachers 


Runners-up—All Divisions 
Banners to Schools—Listed Geographically 


Sacred Heart Acade- nia; Katherine Roth, Saint Ann’s Academy, 
my, Cullman, Ala- teacher Montreal 10, Que- 
bama; Sr. Mary Chatfey Union High bec, Canada; Sr. 
Lourdes, teacher School, Ontario, Mary Monique du 

Union High School, California; Donn Rosaire, Sr. Marie 
Barstow, Califor- M. Freasier, teacher Madeleine-du-Cal- 
nia; Leona F. El Dorado County vaire, Sr. Mary 
Evans, teacher High ee Pla- Roseline, Sr. Marie 

Central Union High cerville, California; Rose-Paulina and 
Schooi, El Centro, Elsie M. Kain Sr. Mary Ann 
California; Mrs. High School, Wood- Laura, teachers 
Doris B. Sherman land, C alifornia; Holy Angels Acade- 

Cly College, Long Katherine Pol- my, Saint Jerome 

e (Terrebonne) Que- 
bec, Canada; Sr. M. 
Therese de la 
Providence. teacher 

(Continued, page 525) 


ach 6, California; mere, Seale 
Irma E. Himmel- 
bauer, teacher 
Excelsior High School, 
Califor- 
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St. Mary’s Academy, 
Windsor, Ontario, 
Canada; Sr. Eulalie 


Norwalk, of Rome, teacher 


and Sr. Lucien Ma-. 





——— ae 
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ea 















- 


—— ee 
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Our Lady Help ot 


Christians Acade- 
my, Vedado, Ha- 
vana, Cuba: Sr. 
Mary Elizabeth 

Kaimuki High School, 
Honolulu, Hawaii; 
Glenn Y. Hamada 
and Hanako Miya- 
moto, teachers 

Saint Mary Central 
High School, Car- 
lvle, Illinois; Sr 
M. Elfrida, teacher 

Mundelein Cathedral 
High School, Chi- 
cago 10, Illinois; 
Sr. Mary St. Moni- 
ca, teacher 

lownship High School, 
Evanston, Llinois; 
Doris Howell, 
Mary R. Gibson 
and Miriam R 
Knoer, teachers 

Horace Mann High 
School. Gary indi 
ana; Julia C. Brown 
and Tressa Shaijnx 
teachers 

High School, Inde 
pendence, Lowa; 
Mae M. Hanlon 

High School, Erie. 
Kansas; Edith Will 
son, teacher 

St. Joseph High 
School, Biddeford 
Maine; Sr. St 
Irene, teacher 

Marie-Joseph Acade 
my, Biddeford Pool, 
Maine; Sr. M. Elise 
de-la-Croix, teacher 

Bliss Business College 
Lewiston, Maine; 
Mrs. Marjorie L 
Haynes, teacher 

Bethesda-Chevy Chas« 
Senior High School, 
Bethesda 14, Mary 
land; Lillian G 
Moore, teacher 

St. John High School 
Campridge 40, 
Massachusetts; Sr 
Clare, teacher 

High School, Clinton, 
Massachusetts; Mil- 
dred: E. Gannon, 
teacher 

High School, Dracut, 
Massachusetts; 
Blanche B. Roussel, 
teacher 

Precious Blood High 
School, Holyoke, 
Massachusetts; Se 
Mary of Bethlehem 
teacher 

Saint Anme Academy, 
Marlboro, Massa 
chusetts; Sr. M 
Paul Edward, 
teacher. 

High School, West 
field, Massachu- 
setts; Gertrude M 
Belyea, teacher 

Holy Trinity Hich 
School. New Ulm, 
Minnesota; Sr. M 
Dionysia, teacher 

High School, South 
St. Paul, Minne- 
sota; Helen Hoover 
and Helen Adair, 
teachers 

Central College, Fay- 
ette, Missouri; 
Mabel E. Ellis, 
teacher 

Custer County High 
School, Miles City, 
Montana; Mrs 
Evalyn T. Isaac, 
teacher 

Immaculate Heart of 
Mary Academy, 
Buffalo 11, New 
York; Sr. Mary 
Liliose, Sr. Mary 
Angelica and Sr 
Mary Peter, teachers 

Sacred Heart High 
School, Yonkers, 
New York; Sr. M 
Aquin, teacher 

High School, Mount 
Holly, North Caro- 
lina; Mrs. T. L. 
Ware, Jr., teacher 

St. Mary’s School, 
Apia, W. Samoa, 
Oceania; Sr. M 
Patrick, teacher 

Immaculata Commer- 
cial High School, 
Cincinnati 2. Chio; 
Sr. Mary Kenneth 





Seton High School, 
Cincinnati 5, OChio; 
Sr. Alice Jerome, 
teacher 

Lake Oswego High 
School, Oswego, 
Oregon; Elizabeth 
Orem, teacher 

Catholic High School, 
Altoona, Pennsyl- 
vania; Sr. M. Mar- 
tha Ann, teacher 

Slovak Girls Academy, 
Danville, Pennsy]- 
vania; Sr. M. Lil- 
liana and Sr. M 
Beatrice, teachers 

Senior High School, 
Easton, Pennsyl- 
vania; M. Kathryn 
Newman, Jessie 
Frankenfield, Mary 
Schroeder and Edith 
A. Albright, 
teachers 

John Harris High 
School, Harrisburg, 
Pennsylvania; Anna 
I Read, teacher 

Hatboro-Horsham 
High School, Hat- 
boro, Pennsylvania; 
Mrs. Charlotte D 
Greiner, teacher 

Township Senior High 
School, Havertown, 
Pennsylvania; El sic 
Myers, teacher 

St. Boniface Business 
School, Philadel- 
phia 22, Pennsyl- 
vania: Sr. Mary 
lude and Sr. Mary 
Leola, teachers 

Holy Ghost High 
School, Pittsburgh 
29, Pennsylvania; 
Sr. M. Cheslava, 
teacher 

University of the East, 
Manila, Philippines; 
Benigno M. Sulit, 
Mrs. Virginia Te- 
jada, Carmen ( 
Suarez and Julita A 
Protestante, teachers 

Notre Dame High 
School, Central 
Falls, Rhode Island; 
Sr. Marie Therese 
des Lys and Sr 
Marie Donalda du 
Sacre Coeur, 
teachers 

Parker High School, 
Greenville, South 
Carolina; Lucile 
Miller and Mrs 
Betty Jo Skinner, 
teachers 

Junior College, Spar- 
tanburg, South Car- 
olina; Mrs. Dorcas 
S. Waugh, teacher 

Lamar State College 
of Technology, 
Beaumont, Texas; 
Mrs. Norma §. Hall, 
teacher 

Providence High 
School, San An- 
tonio. Texas; Sr 
Paul Joseph and 
Sr. Mary Kathleen, 
teachers 

Wasatch Academy 
Mt. Pleasant, Utah; 
Mrs. Elsie Clitheroe, 
teacher 

High School, Burling- 
ton, Vermont; Mrs. 
Helen G. Beulac, 
teacher 

High School, Everett, 
Washington; Rita 
M. Reel, teacher 

Senior High School, 
Wapato, Washing- 
ton; Hilda Mesick, 
teacher 

High School, Parkers- 
burg, West Vir- 
ginia; Mary Phelps, 
teacher 

Weir High School, 
Weirton, West Vir- 
ginia; Miriam Mahl 
and Mrs. Liberty 
Shlanta, teachers 

Senior High School, 
Appleton, Wiscon- 
sin; Bruno H. 
Krueger, teacher 

Regis High School, 
Eau Claire, Wis- 
consin; Sr. M 
Denis, teacher 

High School, Loyal, 
Wisconsin; Rich- 
ard J. Vodd, teacher 






Shinnston (West Virginia) High School—Seeond, High School Division 


aie. 
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Hilo (Hawaii) Commercial College—Second, Private School Division 


Alvernia High School, Chicago—Second, Parochial School Division 


Henorahle Mention — Scheel Division 
GOLD SEAL CERTIFICATES 


California Canad Sacred Heart College 1c i 
a Sherbrooke, Quebec; Ge orgia 
Ls Sierrs Colleg / 8 Pierre-Maric¢ 
-seahche lege Ar Prairie Bible Institute High School Assinit High School, Griffin; 
lington; Jrene E High School. Th 1g von inibola, 
Ortner, teacher r ‘ er ee Saskatchewan; Mrs Mrs. Ernest Nealy, 
: fills, Alberta Vivien Slugoaki teacher 
St Joseph High School, Dorothy T Vand, 
Berkeley Sr Vary teacher . " -_ 
Rosalie, teacher (‘ongregation De Notre Canal Zone Hawaii 
High School, Canog: Dame, Caraquet, New 
Par} itose ' Ue : Brunswick Ny St Rainhow City Occupation St. Francis Convent 
Genirle. teacher Rose, teacher - “te a “ ~ School, Honolulu; &r 
as >» o St Michael's Academy peargggy) Ele oa M. Gerard, teacher 
a > on High Se _ . Chatham, New Bruns ler, teacher St. Anthony Girls School, 
re ggg Fy €2 wick: Mise M i . Wailuku, Maui; fr 
z . teach Ruan, teacher Colorado Maru Jude, teacher 


Manual Arts High School, Pensionnat Notre-Dame 
Los Angeles: Mrs , 


7 Lourdes, Ottaws Cathedral High School, ; ; 

Jonephine 1. Mar Seeamhes "i, Dlawk Ss, Illinois 

rison and Te art » 

an s MecLeland, XN de Jeous, teacher Mary, teacher Marquette High School, 

otre Dame Academy 

oe Charlottetown, Prince Connecticut ae 
Union High School, Man Kdward Island, Sr 7] ye, E+ 4 

tis, “ona Meri St, Daniel, teacher St. Mary's High School, | Madonna High’ Sehool, 

ae y St. Angela Academy. New Haven: &r. M Aurora; Sr. M. Mar- 

’ , Montreal, Quebec Sheila, teacher varita, teacher 
Notre Dame High School Ny Vary Ernestine Catholic Academy, Put Good Counsel High School, 

San Jose; & Wary and Sr, Gerard-Marie, nam Ny Francia Chicago; Ar Mary 

Reginald, teacher teachers Emilienne, teacher Dolovetta, teacher 
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St. Augustine High School, 
Chicago; ar, 6M. 
Joel, teacher 

St, Patrick Academy, 
Des Plaines; Sr. M 
Irmina, teacher 

Community Unit District 
High School, Har- 
vard; Virginia Moan 
and Eleanor Grotkin, 
teachers 

High School, Princeton; 
John M. Walters, 
teacher 

Community High School, 

t. Joseph; Mildred 
Thompson, teacher 

Community High School, 
West Frankfort ; 
Julia Underwood and 
Mra. Vonnie Wade 


Indiana 


High School. Hammond; 
Perle Marie Parvis, 
R. C. Dewalt, and 
Margaret E. Wil- 
hiams, teachers 


- lowa 


St. Mary’s High School, 
Clinton; 8r. Mary 
Helen Regine, teacher 

walter College, Forest 
Ci A) anes Hersh- 


ber teaeher 

High School, Mason City; 
Gladys iE. Price, 
teacher 

Consolidated High School, 
Pleasantville: Fatima 
W. Follman, teacher 


Kansas 


High Sehool, Fort Scott; 
Betty Kingmon, 
teacher 

High School, Girard; 
Edith Prosser, teacher 

Girls Catholic High 
School, Hays; &r. 
Auguatine, teacher 

Rural High School, La 
Crosse; Mrs. Rebecca 
Cole, teacher 

Rural High School, Silver 
Lake; ‘ra’ Plaster, 


teacher 

Hayden High School, 
Topeka; Sr. Mary 
Corine and Sr. Ann 
Virginia, teachers 


Kentucky 


Du Pont Manual High 
School, Louisville ; 
Ruby Lee Pedigo 


Maryland 


St. Elizabeth's Commer- 
cial School, Bailti- 
more; Sr. M. Mar- 
garet Philomene 


Alaska 


High School, Mt. Edge- 
cumbe; Byrdie Me- 
Neill, teacher 


Alabama 


High School, Montevallo; 
Susie DeMent 
teacher 


California 


Burroughs High School, 
China Lake; Mrs. 
Doris Pierson, 
teacher 

San Juan Union High 
School, Fair Oaks; 
Edwin C. Hoag, 
teacher 

Newport Harbor Union 
High School, New- 
port Beach; Leonard 
L. Thompson, teacher 

St. Bernardine High 
School, San Bernar- 
dino; Sr. M. Fran- 
cella, teacher 

Union High School, Taft; 
Ruby A. lorio, teacher 


Canada 


Cormier High School, 
Edmundston, New 
Brunswick ; Norma V. 
Cyr, teacher 

St. Vincent's Girls High 
School, St. John, New 
Brunswick ; Sr. Marie 
Batelle, teacher 

Holy Rosary Commercial 
8S , St. Stephen, 
New Brunswick; Sr. 
M. Helena, teacher 
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High School, 


Prize-Sehool! Banners —(Continued) 


St. Mary, Star of the Sea, 
Baltimore; Sr. M, 
Saint Gerard 

Howard County Senior 
High School, Elli- 
cott City; Margaret 
B. Lotz, teacher 

St. Joseph’s High School, 
Emmitsburg; Sr. 
Sylvia, teacher 


Massachusetts 


Cushing Academy, Ash- 
burnham; Grace L. 
Carbone, teacher 

Holy Name High School, 
Chicopee; Sr. Al- 
freda, teacher 

Most Holy Redeemer Cen- 
tral High School, 
East Boston; Sr. 
Alice Louise, teacher 

Dominican Academy, Fall 
River; Sr. Jeanne 
d’Are, teacher 

Mount Saint Mary Acad- 
emy, Fall River; Sr. 
Mary Dionysia 

High School, Framing- 
ham; Anna K. Kir- 
by, teacher 

St. Michael's Academy, 
Hudson; Sr. Marie 
Fidelis, teacher 

St. Jean-Baptiste High 
School, Lynn; Sr. 
Marie Perpetue and 
Sr. Marie Ann Dor- 
othy, teachers 

Saint Joseph High School, 
North Adams; Sr. 
Thomas Vincent, 
teacher 

Mission Church High 
School, Roxbury; Sr. 
Mary Solano, 8r. 
Mary Fridian, and 
8r. Mary Magdalene, 
teachers 


High School, Scituate; 
Ruth E. Hawkes, 
teacher 


St. Louis High School, 
Webster; Sr. Joan 
Therese, teacher 


Michigan 
High oohast. Alpena; 
Hazel Cuzner, teacher 
Catholic High School, 
Cheboygan; Sr. Mary 
Georgetta, teacher 
St. Ambrose School, 
Detroit; Sr. Mary 
Francita, teacher 
St. Elizabeth High School, 
Detroit; Sr. Law- 
rentia, teacher 
St. Hedwig High School, 
Detroit; Sr. Mary 
Daniel and Sr. Mary 
Virgilia. teachers 
Mount Mercy Academy, 
Grand pids; &r. 
Mary Generose 
Christian High School, 
Holland; Sena Grev- 
engoed, teacher 


Composite High School, 
osetown, Saskatche- 
wan; Olive Staffen, 
teacher 


Colorado 


High School, Alamosa; 
Ada Beth Chapman, 
teacher 

Sargent Consolidated High 
Sehool, Monte Vista; 
Elizabeth Beiriger, 
teacher 

Centennial High School, 
Pueblo; M. Maedel 
Johnston, teacher 

Sterling ; 

Edith Harms = and 

Ruby MeQuilkin, 

teachers 


Connecticut 
High School, Naugatuck; 


Kay Bergin, teacher 


District of 
jumbia 


Spingarn High School, 
Washington; Mrs. 
Callie 8. Daniel, 
teacher 


Georgia 


South Cobb High School, 
Austell; Mrs. Evelyn 
Rogers, teacher 


Hawaii 


Kauai High School, Lihue; 
Zipporah B. Douglas, 
teacher 


Arthur Hill High School, 
Saginaw ; Mrs. Marie 
Crittenden, Mrs 
Hazel Gunther, Mil- 
dred Anderson, and 
Robert Shorney, 
teachers 


Minnesota 


met | Scheel, Deer River; 
Ure. “Gertrude A. 
ly teacher 
Good Counsel Academy, 
Mankato; &r M. 
Elisabeth, teacher 
High School, Owatonna; 
Hazel Berglund, . 
teacher 
High School, Pipestone; 
Margaret Lowe, 
teacher 


Mississippi 


Saint Francis School, 
Natchez; Ar Mary 
Regina, teacher 


Missouri 


High School, Carrollton; 
Verna L. Leech, 
teacher 

St. Joseph Academy, 
Chillicothe; Sr. M. 
Annunciata, teacher 

St. Teresa's Academy, 
Kansas City; Ar. 
Marie Loyola, teacher 

High Sehool, Lancaster; 
Elsie Deutsehmann, 


teacher 

High School, Maysville; 
Ruth W. Owen, 
teacher 


St. Francis Academy, 
Nevada; Sr. Mary 
Rita, teacher 


Montana 


Cathedral High School, 
Helena; Sr. Mary 
Judith, teacher 


Nebraska 


Rock County High School, 
Bassett; Verna Lee 
Kindig, teacher 

Saint Mary High School, 
Omaha; Sr. Mary 
Mercedes, teacher 


New Hampshire 


Pinkerton Academy, Derry 
Village; Donald H. 
Peterson, teacher 

Our Lady of the Moun- 
tains Academy, Gow 
ham; Sr. Emilienne- 
Marie, teacher 

Presentation of Mary 
Academy. Hudson ; 
Sr, Francis de Laval, 
teacher 


High School, Lisbon ; 
Agnes E. Harrigan, 
teacher 

St. Anthony High School, 
Manchester ; Sr. Mary 
of St. Verda, teacher 

St. George High School, 
Manchester; Sr. ! 
of St Joaeph-Ar- 
mand, teacher 


New Jersey 


High Sehool, Dumont ; 
Muriel J. 
Gross, teacher 
Our Lady Queen of Peace 
. High School, North 
Arlington; Sr. Cath- 
arine Anita, teacher 


New York 


High School, Greenport ; 
Barbara M. Hamil- 
ton, teacher 

Immaculata Academy, 
Hamburg; &r. M. 
Prudence and Sr. M. 

Terentia, teachers 

High School, Herkimer; 
Anna E. Matis, 
teacher 

High School, Ithaca; 
Mary Honcharik , Mrs. 
Phyllis M. Seager, 
and Eva E. Fira, 
teachers 

Guardian Angel High 
School, Troy; Sr. 
Mary St. Kevin, 
teacher 


North Carolina 


East Carolina College, 
Greenville; Audrey V. 
Dempsey and Lena C. 
Ellis, teachers 


North Dakota 


High School, Jamestown ; 
Mabel Hartje, teacher 
St. Mary's High School, 
New England; Sr. 
M. Maryareta, teacher 


Ohio 


St. Mary High School, 
Cincinnati; 8Sr. 
Maria, teacher 

St. Francis de Sales 
School, Newark; Sr. 
M. Fabian, teacher 

St. Paul High School, 
Norwalk; Sr. Mary 
Jane, teacher 

High School, Shaker 
Heights; Rose Ban- 
naian, teacher 

Catholic Central High 
School, Steubenville ; 


Sr. Mary Anthony, 
teacher 
Central Catholic High 


School, Toledo; S&r. 
Mary Annelle, teacher 


RED SEAL CERTIFICATES 


Idaho 


High School, Blackfoot; 
Helen K otter, teacher 

St. Teresa's Academy, 
Boise; Sr. Josephine 
Marie, teacher 

North Idaho Junior Col- 
lege, Coeur D’ Alene; 
Loretta Dunnigan, 


teacher 

Valley High School, 
cden; Margaret 
Martens, teacher 

Sugar-Salem High School, 
Sugar City; Mrs. 
Pollie A, Fitch, 
teacher 


Illinois 


Community Unit High 
School, Barry; John 
Ww. Codd, teacher 

Civic Memorial High 
School, Bethalto; 
Mary O'Neal, teacher 

Angel Guardian High 
School, Chicago; Sr. 
M. Matthew, teacher 

Josephinum High School, 
Chicago ; Sr. Xaveria, 
teacher 

St. Gregory High School, 
Chicago ; Sr. Antonis, 
teacher 


Rudolphine, teacher 

Community High School, 
Clinton; Mrs. Ger- 
aldine Stone, teacher 

United Township High 
School, East Moline; 
Ruth L. Eden, teacher 

Senior High School, Free- 
port; Robert G. 
Kane, teacher 


High School, Greenville; 
‘rances B. Young, 
teacher 

High School, Huntley; 
Hannah Martin, 
teacher 

High School, Lewistown; 
Leo Osterman, teacher 

High School, Mooseheart ; 
L. Sedenberg and 
W. Drinhaus, teachers 

University High School, 
Normal; Mary D. 
Webb, Marian Gard- 
ner, Edith Stortz, 
Juanita Sherwood ,and 
Mary Rose Galleaz, 
teachers 

Twp. High School, 
Streator; Clare M. 
Louis, teacher 


Indiana 


High School, Brownsburg ; 
Vernice V. Irish and 
Idaperl W. Hadley, 


teachers 
High School, New Castle; 
Sarah Hall, teacher 
Manchester College, North 
Manchester; Dorothy 
W. Johnson, teacher 


Iowa 


High School, Bloomfield; 
Vera Ritztnger, 
teacher 

St. Francis High School, 
Council Bluffs; Sr. 
Mary Artemas, 


er 

High School, Leon; Mrs. 
Yelen Atterberry 
teacher 

High School, Waukon ; 
Frances Riley, 
teacher 
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Notre Dame Academy, 
Toledo; Mrs. Cath- 
erine A. Knarr, 
teacher 


Oklahoma 


High School, Garber; 
Mrs. Geraldine 
Stroup, teacher 

High School, Hooker; 
Don = Brooksher, 
teacher 

Crooked Oak High School, 
Oklahoma City; Bar- 
bara Amdall and 
Orpha = Lee Irwin, 
teachers 


Oregon 


Senior High School, Ore- 
gon City; Rosine 
Garfield, teacher 

St. Joseph Academy, Pen- 
dileton; Sr. M. Bar- 
naba, teacher 

High School, St. Helens; 
Dolores Pyl, teacher 

High School, Tigard; 
Nellie Elwert, teacher 


Pennsylvania 


St. Thomas High School, 
Braddock; S&r, 
Hilary, teacher 

High School, Elizabeth- 
town; Erma M, Bell, 
teacher 

Mercyhurst College, Erie; 
red oe Regina, 


ache 

Villa. Maria Academy, 
Frie Gertiude 
Marie, teacher 

Delone Catholic High 
School, MeSherrys- 
town; Sr. M. Illu- 
minata, teacher 

St. Agatha High School, 
Meadville; Sr. Muarie 
Celeste, teacher 

migh Suen. Mill Hall; 

Mrs. 


casic P. Core, 


teacher 
Catholic High School, 
Mt. Carmel; Sr 
Rose Mary, teacher 
Langley High School, 
Pittsburgh ; Margaret 
Giegerich, 
eacher 
St. Michael High School, 
Pittsburgh; Ar. M. 
Sebastian, teacher 
Sts. Cosmas and Damian 
High School, Punxsu- 
tawney; Sr. Mary 
Claudia, teacher 
Penn High School, Ver- 
ona; Mrs. Helen M. 
Saunders, teacher 
St. Katharine of Siena 
High School, Wayne ; 
Sr. Florentinus 
Marie, teacher 
Marymount High School, 
Wilkes-Barre ; Sr. M. 
Ermeltlene, teacher 


Kansas 


High School, Abilene; 
Mabel I. Pinson, 
teacher 

High School, Anthony ; 
Claudine Chamber- 
lain, teacher 

High School, Burlington; 
Melbourne E. Nelson, 


eacher 

Rural High School, Eu- 
dora; Mrs. Evelyn 
G. Wilson, teacher 

High School, Hays; Alta 
ehrens, teacher 

Shawnee-Mission High 
School, Merriam ; 
Feliz Shular and 
Lenell Slaten 


Kentucky 


Senior High School, 
Owensboro; Cecil 
Boyers, teacher 


Louisiana 


St. Anthony High School, 
Baton Rouge; Sr. 
Mary Henry, teacher 

High School, Rayville; 
T. G. Upchurch, 
teacher 


Maine 


High School, Houlton; 
John H, Fahey, 
teacher 

St. Dominie High School, 
Lewiston; Sr. Marie 
Leonard, teacher 

Mount Merici Academy, 
Waterville; Mother 

Clareria and 
Mother Mary Lucy, 
teachers 


St. Nicholas High School, 
Wilkes-Barre; Sr. 
Mary de Lourdes, 
teacher 

St. Mary's High School 
Williamsport; Ar. 
Rosanne, teacher 


Rhode Island 


St. Clare High School, 
Woonsocket; Sr. M 
St. Narcisse, teacher 


South America 


Royal Commercial School, 
Georgetown, British 
Guiana; E. Muriel 
Jones, John L. Jones, 
Olivia Donovan and 
Joan Branker, 
teachers 


Texas 


Loretto Academy High 
School, “i Paso; Sr 
M. Eulalia, teacher 

Incarnate Word Academy, 
Houston; Sr. M. Au- 
gustine, teacher 

St. Augustine School, 
Laredo; Sr. M. Al- 
ban, teacher 

High School, Lockhart; 
Mrs. Hazel H. Jones, 
teacher 

Edgewood High School, 
San Antonio; Mra. 
Cecil L. Daris, 
teacher 

The Ursuline Academy, 
San Antonio; Mother 
Euphrasta, teacher 


Virgin Islands 


St, Patrick's High School, 
Frederiksted, St, 
Croix; Sr. Mary 
Leona. teacher 


Washington 


South Kitsap High School, 
Port Orchard; 
Martha Sandness, 
teacher 


Wisconsin 


High School, Clintonville; 
— Quant, 
teacher 

hapten High School, La 
Crosse; Sr, M. Eu 
genie, teacher 

Messmer High School, Mil 
waukee; Sr. Mary 
Roberta, teacher 

Pius XI High School, Mil- 
waukee; Sr. M. Ade- 
leida and Sr. M 
Jacqueline, teachers 

St. Mary’s Academy, Prai 
rie du Chien; Sr. M 
Jynatiana, teacher 


Maryland 


Richard Montgomery High 
School, Rockville; 
Howard L. Newhouse, 
teacher 


Massachusetts 


St. Mary's High School, 
Beverly; Sr. Therese 
Gerard, teacher 

B.M.C. Durfee High 
School, Fall River; 
Katherine L. Hogan, 
teacher 

Sacred Heart High eed, 

olyoke; Sr. 8 
William, teacher 

St. Anne’s High ‘School, 
Lawrence; Sr. St 
Remi of Rheims, 
teacher 

Edward F. Searles High 
School, Methuen ; 
Kathleen M. Doran, 
teacher 

Johnson High School, 
‘orth Andover; 
Claire T. Torpey, 
teacher 

Holy Trinity High School, 
Roxbury; Sr. Mary 
Jeromina, teacher 

Saint Joseph's High 
School, Somerville ; 
Sr. Elinor Rose, 
teacher 

Cathedral High School, 
Springfield; Sr. Mary 
Lidwin, teacher 

Williams High School, 
Stockbridge; Sadie 

E. Davis, teacher 

Bartlett High School, 
Webster; Marion W. 
Currier, teacher 
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Ascension High School 
Worcester; Sr. Mary 
Cletus, teacher 


Michigan 


High School, Calumet; 
Joseph Gregorich, 
teacher 

St Ambrose School, De- 
troit; Sr. Mary 
Francita, teacher 

Servite High Sehool, De- 
troit; Sy M. Ro- 
avia, teacher 

ed Heart High School, 
lint Si Mary 
Josephine, teacher 

Iligh School, Hudson; 
htaw T. Kopp, teacher 

Slocum Truax High 
School, Trenton 


Vi Thelma Kerr, 


Minnesota 


Central High 
Crookston; Delilah 
Vickelson teacher 

Me St. Benedict 
Academy, Crookston; 
S Ww Laurentia, 
eacher 

Joseph's Academy 
(Crookston; AS? 


Josephine, 


School, 


teacher 


TT School, Plainview; 
Jeanette Campbell, 
teacher 

Ilinh School, Red Wing; 


Joan Sivinski, teacher 
State Teachers 

t Cloud 
G. Williams 


College 


Virginia 
teacher 


Missouri 


Joplin Junior College, 
Joplin Vera Stein- 

teacher 

1 oy» DuBourg High 

|, Lemay Sr 
WVarw Joseph. teacher 

Ifigh Sehool, Malden 
Vix. Jd 1. Rounsa 
ille, -teacher 


inoer, 





itigh School, New Haven; 
V Charlotte Lea- 
fon teacher 

Midway High School 
Star} City Ludia 
a Thomas, teacher 

Montana 

Mary's of the Mount 
Ilelena: Sr. Mary of 


Ni Clementine, 
tea er 


Nebraska 


lig! School, Creighton; 
Vrs. Luella Van 
Vleck, teacher 

Ilich Sehool, North Bend; 

Hlazel Quigley 

eacher 

Joseph High School, 

Omaha S VU 


Winifred, teacher 


New Hampshire 


Notre Dame High School 
Berlin Nr M. St. 
Vildred, teacher 

Il School Somers- 
worth Martha A, 

I bere, teacher 


New Jersey 

Mount Saint Dominic 
Academy, Caldwell: 
Sr. Magdalene Marie, 
teacher 

Catholie High Sehooi, 
Camden Ss? Mary 
Ciregory. teacher 

Our Lady of the Valley 
High School, Orange; 
Sr. Saint Norhert, 
teacher 


Pope Pius XII High 
School, Passaic Sr 
Varw Denis. teacher 

Hlizh School Princeton: 
1 Vurtle Hensor, 
teacher 

Illich Sehool, Westwood 


Vabel Hylton, teacher 
Collier High School 


Wiekatunk ; Sr. Mary 
of St. Felicia, 
teacher 


New Mexico 


St. Gertrude’s School, 
Mora Sr Charles 


Therese, teacher 
New York 
School Au Sable 


orks: Genevieve M 
(aren, teacher 


High 


St Mary's Academy 
Chamolain ’ 
Marie Odile. teacher 


High School, Middletown 
tirace W Guattery, 
teacher 


M 


M 


| 


ac 


Mo 


ered Heart 


\ t errer Com 
‘ a! High Sehool 
Ne Yor Sr. Rose 


Clement teacher 

ith Junior High School, 
Niagara Falls; Mrs. 
Louise Morden, 
teacher 
w High School, 
Oceanside Mary B 
Sullivan, teacher 

School, Saranac 

Luke Mrs. Adelaide 
W. Coune, teacher 


School, So. Glens 
Fall Isabel W 
baughn, teacher 
r School, Water 

le Mrs. Catherine 


C. Manion, teacher 


Ohio 


Heights High 


Cleveland 


inne Neville, teacher 
ted Village School 
Coldwater Mrs. Na- 


omi Goodish, teacher 
School of 
Ru es Columbus; 
‘,. M. Paseal, teacher 


tre Dame High School, 


liamilton; Sr. Elise, 
eacher 
Mary High School 
Lancaster Ny Rose 
uv m, teacher 
Mar High Sehool, 
M or “7 Maria 
Vichae teacher 
School, Minster; 
semaryu MeNally. 
ache 
High School 
Norwood Sr Mary 
Poima teacher 


rownship 
Trotwood: 


Benn, 
eacher 
Central High 
Scho Troy Mary 


lier Waleh, teacher 
|, Winchester; 
Wain Swearimgen, 


Oregon 


H School, Clat- 
anie Dorothy J 
Larson, teacher 
on High School, Cres- 
vell: Gertrude Ditto, 
ache 
Schoo Dallas 
Shirlew F Wise, 


ool, Nerth Bend; 

Vrs Virginia " 

/ meu teacher 

Rose Higt School, 

¢ and Maureen 
Smith, teacher 

red Heart Academy, 
Salem: Sr. M. Eran- 

lista, teacher 


Pennsylvania 


High 





Columbia 
Vrs. Evelyn D 


Shult teacher 
h School Cressona; 
Josephine M. Tana- 
nis, teacher 
Acad 


me Redeemer 
t Elizabeth Sr 
WVerw Alice, 
School, Hughesville 
Vrs Vartha R 


Starr, teacher 


teacher 


MeCaskey High 
School, Lancaster; 
S F Diller 
ache? 
School, inesville 
Glor R Madda 


teacher 

High School, 
Mauch Chun Sr 
Vv Vatalis teacher 
Schoo Myerstown 
Kopp 
h School. Norristown: 
Vv Edna E. Run 


Ie, teacher 


et Academy, Phila 
! hia 8 Vv 
i rat teacher 
mt Nazareth Academy 
Pittshurgh: Sr. Mary 
Carmella, teacher 
Mary Assumptior 
iW School Seran- 
Ny Paul 
nity High Schoo 
\ ngtor Frances 


B. Huffman, teacher 


Puerto Rico 
Antonio High Sehool 
( i: Sr. Marie 

ne teacher 

Rhode Island 
l’a Iligh School 
che ‘ Vother 


Notre Dame High, Southbridge, Mass. 


Saint Clare High School, Hols 
Ve nee . VU 
St uv i er 
South Dakota 
High School, Lea Nine 
I Nation ‘ St 
St. Francis M ‘ St 
rancis: Sr. M.S 
teache i 
Black Hills Teachers 
College, Spearfish; 
Erelyn Fl 
Texas 
FI 
High School, Ar tor 
Donna bot nd 
Mrs. C1 Nherrod, H 
teachers 
St. Josep Acac El 
aso S le aa 
lanes, teacher Hi 
Technica i seh 
or Wort WV 
Beas Vaucha t er 
Vermont 
Bellows r ‘ i 
St. Alba (a4 f 
Ve OPPs al t r 
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Angel mercial 
Scho St Albans 
s Vv jeanne 
heims eacher 
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WV / f Roberts, 
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Third. Parochial School Division 


Academy 


Vieeling Sr. Mary 
init eacher 
High School. Widen 
Mrs june f Ford, 
teacher 
Wisconsin 
Senior Hich Set Fond 


du Lat In h M 


‘ fello, teacher 
High Sehool. Nelsor 
Urs. Hazel M. Bill 
teacher 
llig bal ' Osh 
Iivien A Smith 
teacher 


BLUE SEAL 
CERTIFICATES 


Alabama 
T Serio Abe le 
Wire i i Bucke 
lew teacher 


Ant 


Arizona 
= . Mi 
s Very 
i fiat le er 


\ Glendale 
‘; VU tiileon 


Canada 


i ess 
‘ ! eter 
o re 
UV “ Moelle 
n vi we Hal 
eachers 
(puch City 
Cuetet tlwma 
b l, teacher 


Colorado 


High Seleol, 
lbennve Si inn de 
soir lee 

cho Wal 
t burg Ny Vv 
Bonacenture, teacher 


oum 
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Connecticut 

High Sehool, Hartford; 
Martha V. Johnson, 
teacher 

High School, Meriden; 
Dorothy Gorton, 
teacher 

St. Joseph High School 


North Grosvenordale 
Sr. M. of St. Leo of 
the Sacred Heart, 
teacher 

School, Simsbury ; 
Ada K. Curtiss, 
teacher 


High 


Georgia 
Murphy High Sehool, At- 


lanta; Mrs. kL. Lb. 
Borlow, teacher 


Illinois 


Community High School 
suckiey ; Roma trast 
man, vteacher 

Christian High School, 
Chicago; Diana 

- Swierenga, teacher 

St. Francis De Sales High 
School, Chicago: 7 
M. Consiline \eacher 

Senior High Sehool, 
rreeport; Frances 
Ritzinger, teacher 

Providence High School, 
Joliet: Sr. Mary 
Christine, teacher 


St. Mary Academy, Nau 
voo: Si J/oan, 
teacher 

Community High Sehooi, 


Mrs 
Morgan 


O.awville; 
nabel 
Leacher 
Marquette High 
Ottawa ; si 
Irene, Leacher 
School, Keynolcds; 
Bdward M. Mitchell, 
teacher 
MeCray-Dewey High 
School, ‘Troy; 
Ducomb, Leacher 


An 


School, 
Mary 


High 


Ruth 


Indiana 


lligh School 

innox; Mrs James 

Wehrly, vLeacher 
Sehoo., Larwill; 

Mrs. klaine Holy 

cross, teacher 

High School, Montpelier; 


Commun.ty 


High 


Marjorie M. Nunn, 
teacher 
lowa 


High School, Belle Plaine ; 
Dorothea Carcer, 
teacher 

Immaculate 
School, 


Conception 
Cherokee ; 


Sr. Mary Alphonsa, 
teacher 

St. Veter High School 
Keokuk; Sr. Vie- 
toria, VLeacier 

High School, Lamoni; 


Wilma Twito, teacher 

High School, Rock Rap- 
ids; Paula Schnepf, 
teacher 


Louisiana 
Holy Cross High School, 
New Orleans ; Brother 
Hilary, teacher 
Tulane University, New 

Orleans; J Bryce 

Sardiga, teacher 


Maine 
High School, Ellsworth; 
Naymond Rollins, 
teacher 
High School, Milo; Patri- 
cia Higgins, teacher 


Maryland 


St. Katherine School, 
Baltimore; Sr. Mary 
Areta, teacher 
School, Havre de 
Grace; Mrs. Lillian 
Butkiewicz, teacher 
High School, Towson: 
Thelma Pyle, teacher 


High 


Massachusetts 
High Sehool. East Bos- 
ton; Miss M. a, 

Gould, teacher 
Senior High Sehool, 

Leominster: Claire 

J. Walsh, teacher 


Michigan 


St. Joseph Academy, 
Adrian; &Sr. Mary 
Cletus, teacher 

High School, Montague; 
idona V. Gerred, 


teacher 

High School, St. Charles; 
Merta L. Reed, 
teacher 
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Minnesota 

High School, MeGregor; 
Jeanne E. Hanson, 
teacher 

Concordia College, Moor 
head; Alma Opdail, 
teacher 

High School, Pine River; 
L. C. West, teacher 

Technical High School, 
St. Cloud; Mary A. 
ilmeter, teacher 

High School, St. Francis ; 


Kathryn M. Kinman, 
teacher 
High School, Sauk Rapids; 
kva Allen, teacher 
School, Walnut 
Grove; Milnes 
Store, teacher 


High 


Missouri 
High School, Hereulane- 
um Mary Massey. 
ceachet 
Center High School, Kan- 
sas City; Catherine 
Church, teacher 
High School, Marshfield; 
Mrs dlice Turner, 
teacher 
Palmyra School, Paimyra; 
Mary Frances Pugh, 
teacher 
Kuplirasia 
School, St. 
Sr. Mary ov} St 
teacher 


Nebraska 


Collexe (rete; 
Margaret’ E, 
ban Scoyoc, teacher 
High School, Mitcheil; 
Helen Valker 
Schovi, lalmer; 
Lois M Tilietts, 
teacher 
School 
Shirley L 
gen, Leacher 


Mt, High 
Louis ; 


Teresa, 


Doane 


Mrs. 


High 


High Seward; 


indes - 


New Jersey 
Mt, Carmel Business 
School Camden; Sr 
Mariangela, veaciier 
Holy Tronity High Selwoi, 

Westfield; sy 

Luchasia, 


Jdusepa 
teache! 


New Mexico 


Gadsden High School, 
Anthony; Jane Litsk, 
leactier 

Business College, Carls 
bad; Alves Llaine 
Beebe, wacher 


New York 


North High School, Bing 


hamton; Helen B. 
Harris, teacher 

Saint Mary s business 
Schooi, Butlalu; sy 
Margaret C oncepta, 
teacher 

Free Academy, Corning: 
Marie C. Ganiert, 


teacher 
St. Joseph's 
institute, 


Secretarial 
Lockport ; 


sy Maurie Frances, 
teacher 
St. Anthony School, New 


York; Sv. Mary Em- 
and Sr. Rerna- 
dette, Leachers 
Central School, Kichburg ; 

Mrs. Evelyn Aldrich, 
teacher 
Central High School, Val- 


ley Stream; 
Braasch, teacher 
Greater New York Acad- 


emy ; 
Baker, 


Charlene’ A. 
teacher 


North Carolina 
High School, Gatesville; 
Mrs, Naomi B. Bag- 
sey, teacher 
High School, Granite 

Falls; Mrs. Dessie 
P. Setzer, teacher 


North Dakota 


High School, Mott; 
Hoiland, teacher 


Ohio 


School, Ashtabula; 
Ann Wagg and Helen 
Casady, teachers 
Washington Twp. High 
School, Centerville; 
Mrs. Dorothy N. Ell- 
wanger, teacher 

Lutheran High — School, 
Cleveland; Eloise 
Dierksheide, teacher 

Jefferson Twp School, 
Dayton; Mrs. Mar- 
cella H. Miller, 
teacher 

(Continued, page 533) 
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MATERIAL FOR OGA TESTS 


All clubs of test papers should be accompanied by a typewritten list of names to expedite checking » 
and assure accuracy in making out certificates. June copy is good as membership tests for OA1 
CT, and OGA awards until receipt of the September, 1953, issue. See typing tests on pages 533, 534. 





Junior OGA Test 
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OGA Membership Test 
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INSTRUCTIONS: Copy the tests here 
in your best style of shorthand, trying 
to make your notes look as nearly as 
possible like our expert penman’s notes 
above. The tests may be written in one 
or in two columns, on your regular note- 
book paper or on any other stationery 
that will allow you to do your best work. 
Ruled paper helps keep your writing 
uniform. 

The Junior Test is offered to enable 
the writer to see whether he is practicing 
correctly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
bership Test is offered for those who feel 
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that they have developed a good practical 
style of penmanship that will assure ac- 
curate transcripts on the job. Acceptable 
specimens entitle the writer to member- 
ship in the Order of Gregg Artists (OGA). 

Test papers are judged on 
smoothness and fluency of the notes; (2) 
of the 
proper curve, slant, and joining; and 
(3) the correctness of proportions main- 
throughout 
mitted. A “Key to the Marking of OGA 
Tests” is returned with any failing papers, 
detailed criticism of the 
faults of style noted by the examiner. 
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‘Double-Duty Dictation 


by DR. A. E. KLEIN 


DUTY ONE: To review briefly but thoroughly the various joinings and abbreviating and phrasing prin- 
ciples of Gregg Simplified. DUTY TWO: To build speed in writing. Practice the preview words (the 


key to these shorthand forms is provided by the words in italics); then take the letters from dictation 








Dear Zane: I am sorry you could 
not have attended the meeting held 
at three o'clock this afternoon. Some 
very”? important moves were dis- 
cussed, of which I believe you should 
have some notification. 

It was decided to move*® our offices 
to a more desirable neighborhood. 
However, it is understood that this 
will be postponed® until we come to 
some decision on what is to be done 
about the location of our manufactur- 
ing®® plant. Several are in favor of 
moving it to Huntington Township; 
others are just as emphatic about!’ 
its remaining where it is. 

There is not much sense in enter- 
taining, or attempting to justify, any 
new'”° plans for expanding the busi- 
ness itself until these differences are 
resolved. 

I shall keep you informed of 
further“ developments. Cordially 
yours, 

Dear Mrs. Young: Your name has 
been given to us as one who is deep- 
ly'® interested in music. 

Within the next week or two, we 
are going to issue a new monthly 
music magazine'*® entitled “Modern 
Music.” Each issue will contain not 
only several of the most recent musi- 
cal?” compositions for piano, voice, 
and violin but also material of great 
value to teachers of??° music. 

It will contain many new features 
of equal interest to the layman and 
the professional?*® musician. There 
will be articles on the history of music 
and instructions in music apprecia- 
tion.2°° Some of the best-known 
American music authorities and the 
finest critics will be contributors. 

You?*® may have a year’s subscrip- 
tion for only $4 or a two-year sub- 
scription for $6. Your truly, 

Dear*®’ Mr. Banks: Last February 
our association appointed a committee 
to work out the details of**° an organi- 
zation to support the State Highway 
Department's improvement program. 
This committee has held**® several 
meetings and is now ready to make 
definite recommendations. 

You have been appointed to serve 
on*** the committee with other persons 
residing in the counties in your di- 
vision. 

In order to spread the**® informa- 
tion and to adopt plans necessary to 
the success of this work, there will 
be a meeting of all*®® sectional com- 











at faster and faster rates. The word count is given every 20 “average” words. 


mittees on Friday, June 15 at 11 a.m. 
There will be discussions of practical 
value*”® to everyone interested in road 
improvement. We hope that you can 
be present. 

Will you please mail the**® enclosed 
card to Mr. A. C. Washington, State 
Highway Department, Birmingham, 
Alabama, telling us whether*®® you 
will be at the meeting. Sincerely yours, 

Dear Mr. Knox: This morning we 
received your check for $100**° to ap- 
ply on your $2,000 loan. When we 
made you this loan two months ago, 
you promised us you®®® would pay at 
least $500 within 60 days. Will you 
please let us know by return mail 
whether you will®?® be able to make 
another substantial payment soon. 
Yours truly, 

Dear Mr. Yates: As we desire to 
obtain®*® some of your trucking busi- 
ness, we should be pleased to quote 
you rates on shipments of furniture 
to or from any*®® specified destination. 
We have ample facilities to assure you 
excellent service—prompt pick-up 
and®*® delivery of any freight offered 
for transportation. Our prices include 
insurance on any carload we*® 
handle. 

For the convenience of our local 
customers, we are located in the 
lower section of the city.°?° Two 
trucks are dispatched daily with 
merchandise to be delivered as far 
north as Yonkers. 

For further information,**® simply 
phone Davenport 9-4506. Yours very 
truly, 

Dear Mr. Cullman: We are revis- 
ing®®*’ our records to bring our credit 
information up to date. So that we 
may accomplish this in the short- 
est**’ possible time, we are asking 
that you send us a copy of your 
financial statement, using the form on 
the back’’® of this letter that is pro- 
vided for that purpose. Please fill it 
out in full and mail it to us in the 
stamped,**° self-addressed envelope 
enclosed. 

Needless to say, your statement will 
be held strictly confidential and will 
not be published**® or circulated. 

Your prompt forwarding of this in- 
formation will be appreciated. Mem- 
bers are’® continually requesting rec- 
ommendations on orders to be placed, 
and we should like to have the latest 
credit**® information readily available 
at all times. Cordially, (793) 
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satisfactorily, 


Qualifying on 


of Artistic Typists test prob- 


you can 


obtain a certificate (10 cents 
fee) or a handsome lapel pin 
(25 cents fee). Send your solu- 
tion, along with fee, to the 
GREGG AWARDS _DEPART- 
MENT, 16th Fioor, 330 West 
42 Street, New York 36, New 
York. Be sure to enclose a self- 
addressed stamped envelope 


with your solution. 


the plain- 


copy test makes you eligible 
for the Junior awards; qualify- 
ing on the Senior test confers 
full OAT membership. 
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MATERIAL FOR OAT TESTS 





Junior OAT Test 


INSTRUCTIONS: Type the following letter from the corresponding secretary of Continental Trippers 
Incorporated, 100 Skyline Boulevard, Best City, Anywhere, supplying the current date. Make an ap- 
propriate letterhead and set the letter up in good form to give the recipient the information at a glance. 
Tessie, of Today’s Secretary, tried her hand on this copy and will be glad to let you see how she did it 
if vou send her a stamped self-addressed enve ‘ope with your request, 


{ddress her in care of the maga- 
zine at 330 West 42 Street, New York 36, N.Y. 


Dear Miss Blank: 


On the recommendation of one of our Executive Committee, we are extending to 
you a most unusual opportunity to join our Club this month. Membership in this na- 
tionwide body of 25.000 prominent men and women brings you: (1) Special reduced 
rates in selected hotels and shops throughout the United States. (2) A $2,000 Accident 
Insurance Policy, increasing in ten years to $4,000, written by one of the great insur- 
ance companies. (3) Full use of the Continental Trippers’ Information Bureau, which 
without cost--comprehensive booklets. reliable guides, and trustworthy 
information regarding travel anywhere. including a special motor touring service with 
detailed and accurate road information. (4) Use of the clubrooms with a Lounge and 
Library, and participation in all Club Dinners (with any of your guests), at which 
famous explorers and well-known travelers are the speakers. 


supplies you 


For a full Membership you might expect that the fee would be $25 at least. For 
the present month, however, | am permitted to offer you Associate Membership in the 
Continental Trippers FOR ONLY $4! 


Merely fill in the enclosed invitation card and return it promptly to insure your 
admission at this special rate. It will, however, give you the immediate enjoyment of 
all club privileges if your check accompanies your application. 


Very truly yours, 
(your own name) 


Ene. Corresponding Secretary 


Senior OAT Test 


INSTRUCTIONS: Type the following copy as a piece of display ad copy, keeping it narrow enough to 
suggest a single-column ad. Tecsie’s setup is 9 inches long, with the widest line only 41 characters 
across. Try for the greatest possible eye-appeal The original. from which we have adapted this test, was 


a very attractive four-page folder with artwork and illustrations, too elaborate for us to try to imitate! 


DON’T Let Your Summer Vacation Get Lost. . 
Protection by Safeguarding 


. Strayed ... or Stolen! Get Pleasure 


Your Travel Funds with American Express Travelers 


Cheques 
So you're about to take your summer vacation! 
in order to make sure 


Of course. you've been planning this vacation all year 
that it’s going to be the best one ever. 


But have you really planned everything? Have you planned to protect your travel 
funds with Travelers Cheques? It’s so inexpensive—only 75c¢ a $100. 

You can use these world-renowned Travelers Cheques anywhere you go, inside or 
outside the United States. If they are lost or stolen, you get a quick refund. 

The only identification needed to cash American Express Travelers Cheques in 
stores or shops, at service stations or at transportation centers—or anywhere else—is 
your signature. 


Convenient as cash! 
Available at banks and travel bureaus Everywhere! 


Most Widely Accepted Cheques in the World 
100% safe! 


NOTE TO CANDIDATES: Underscore the words italicized in this test. Underscoring in a typescript 
indicates italics to the printer who is setting up the copy. 
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The mat 
To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross ® 


speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 
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Words Words | 
A visitor to a business office sees 7 and control. He knows that the kind of 315 |, Z 
people working at desks and tables and 15 service the customers receive will de- 323 ZA 
filing cabinets. Some of the people 22 pend, to a great extent, on the degree 331 | 
at the desks are writing and others are _30 to which the management function has 338 E_ 
using the telephone. Some are talking 38 received attention and care. If the 345 | 
to other people and others are reading 46 office is poorly organized or is not 353 | a 
letters and papers, while still others 5 well arranged, delays are bound to oc- 360 iC. 
are typing and using different kinds of 62 cur, mistakes will be made again and 368 wy 
office machines. If the visitor stays 70 again, tempers will be ruffled, and 375 | 
long enough, he will see more or less’ 77 general discontent will be the result. 383 | ew 
moving around—peopletaking papersto 85 It might be wellto see how acompetent 391 | 
other people and going to the drinking 93 office manager proceeds to organize the 39 | 7 
fountain and so forth. From time to 100 work of his office. 403 | T 
time our visitor may see a messenger 108 One of the most effective ways of per- 409 |Z 
stopping at some of the desks to leave 115 forming office work is through having 418 
papers and to pick them up. 121 all routines well organized. A routine 426 | - 
If the visitor knows nothing about 128 may be defined as a series of steps in 434 | 

office management, he will simply see 136 the performance of work, each step in 441 | a 
a lot of busy people. If, however, the 144 the series being performed in the same 449 | > 
visitor is a trained and experienced 151 order and in the same way time after 457 
office manager, he will understand what 159 time. There should be a routine for 464 | — 
the various workers are doing and why 167 each kind of office work, and all of- 471 | Ps 
they are doing it. He will know that 17 fice work of the same kind should go 79 
each morning, and at stated times dur- 182 through the routine established for 4% | © 
ing the day, the arrival of mail brings 190 that kind of work. 490 1 « 
orders and checks and bills and inquir- 197 Let it be admitted that there are 497 | 
ies as well as regular correspondence. 205 some kinds of work that do not lend 504 | # 
He will know that the checks will have 213 themselves readily to a routine, sim- 511 | | 
to be sorted and listed and entered be- 221 ply because they do not occur often 518 | 
fore they are deposited in the bank; 228 enough to warrant setting up routines 526 
the bills will have to be checked and _ 236 to take care of them; or perhaps be- 533 | | 
approved before they can be paid—and 243 cause they are special cases that come 541 | 
so on. Every piece of incoming mail 251 up only once and never again. Even ss ‘ 
has to have certain things done to it 258 then, however, it is possible to set 555 | 
before it can be said to have been 265 up a definite series of steps for han- 563 | 

! properly handled. 269 dling everything; such steps could be 570 

| This visiting office manager also 276 called routines, although their worth 57 | 
knowsthatthe promptandable handling 284 might be questioned. 582 
of all these items is not a hit-or-miss 292 Routines step up the dispatch of a _ 589 
project, but that it is the result of | 300 day’s business and simplify the work. 597 

| very careful organization and planning 307 Sik titan, tceeh Willen Un Seatanies 90 cial oepatented 

: 


Adapted from A Textbook of Office Management, by William Henry Leffingwell and Edwin M. Robinson 
1} [McGraw-Hill Book Company | 
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EXPERT TIMESAVERS 


(Concluding a series begun in the April issue) 


Compiled for Today’s Secretary by Mrs. Edith Smith, Lewis and Clark College, Portland, Oregon 
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VACATION FOR JUNE 


(Continued from page 507) 
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result from sparkling type — 
and the best known means to that 
end is the incomparable 


CLAR‘O:TYPE 





ot ol! stotioners 
ond typewriter deolers 


Simplest, fastest, MOST ECONOMICAL type cleaning fivid! 
Non-inflammable. Banishes lint and solid “goo.” Sturdy 
dauber eliminates spattering ... makes your boss realize 
you're the tops. Let your letters really SPARKLE .. . it's so 
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TESSIE ASKS EXPERTS 


(Continued from page 493) 





well to remember that there are many dif- 
ferent kinds of stencils, each of them de- 
signed for service for a particular length 
of time. You can get very inexpensive 
stencils, from which you can run 50 to 75 
copies; you can get expensive ones, from 
which you can get as many as 2,000 
copies. If you should try a stencil dupli- 
cator and do not get the number of copies 
you want, the first person to check with 
is the stationer or the dealer who pro- 
vides the stencils you use. 


Tessie: Mrs. Strony, here is a question 
for you. A_ secretary in Rhode Island 
writes, “I have been a secretary with my 
company for almost seven years. Although 
I have advanced rapidly in the wage 
scale, I have often wondered whether 
I am advancing otherwise. I would like 
to know if there has been published a 
special aptitude test for secretaries to see 
if they are fitted to be secretaries and, if 
so, in which type of business office they 
should be situated.” 

Mrs. Strony: One test I know of, 
Tessie, that covers background subjects 
as well as_ skill subjects in secretarial 
training is a twelve-hour test offered by 
the National Secretaries Association. It 
this young lady is interested in knowing 
more about the National Secretaries As- 
sociation and the test, I would suggest 
that she write Dr. Estelle Popham, Busi- 
ness Department, Hunter College, 695 
Park Avenue, New York, New York. who 
is the Dean of the Institute for Certifying 
Secretaries. 


Tessie: Mr. Swem, here is a question 
from a secretary in Chicago. She asks: 
“How much training would it take to 
make a secretary a court reporter? Is there 
a correspondence school that could give 
me this training?” 

Mr. Swem: There is no conclusive an- 
swer to this, Tessie. It is a strictly in- 
dividual matter. A good secretary who is 
able to write 120 words a minute may, in 
one or two years, by consistent and in- 
telligent practice, become a shorthand re- 
porter capable of writing 175 words a 
minute in court; others will require a 
longer time. There is no correspondence 
course for shorthand reporters to my 
knowledge. There are two or three report- 
ing schools in the country, and many 
night classes for speed practice. Most re- 
porters have acquired their reporting skill 
in speed classes, working as stenographers 
and secretaries during the day and prac- 
ticing on speed dictation and studying re- 
porting forms at night. Reporters are, to 
a large extent, self-made. 


Tessie: Guess we'll have to say good- 
by for now, friends. But have a wonderful 
summer, get a nice tan, and enjoy a lazy 
vacation. We don’t publish in July and 
August, you know, but as soon as Sep- 
tember rolls around, we'll have a brand- 
new issue waiting for you—filled to the 
brim with new ideas and aids that will 
help you regain your pep and enthusiasm. 
Till then, meeting adjourned! 
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SHOPPING FOR THE OFFICE 





Plastic Protector. With a bride-to-be on 
our staff, were pretty wedding-minded 
these davs. When we first heard about 
the service that seals your important clip- 
ping, photographs, or other records be- 
tween ‘rigid sheets of Vinylite transparent 
plastic to preserve them against rough 
handling, fading, or aging, we immediate- 
ly thought of wedding clippings and en- 
gagement announcements. But then we 





realized that there are important papers 
in the office, as well as our OWN SOC ial 
security cards and other personal records, 
that should be protected. Scrapbooks, 
Inc., 821 North Avenue, Plainfield, New 
Jersey, provides this service by mail, Pa- 
pers and documents up to 8 by 12 inches 
in size can be mailed to the service for 
sealing. The price is 75 cents for any- 
thing up to 8 by 12 inches. 


Talking Paper. That’s right, now there’s 
a dictating machine that uses magnetic 
coated paper for its recordings, which are 
interestingly named Talkaforms. Pentron 
Industries, manufacturer of the Pentron 
Dictorel dictating-transcribing machine 
that uses Talkaforms, states that this ma- 
chine electronically “erases” the 


paper 
while re-recording and that one Talka- 
form can be reused over 2000. times 


without loss of fidelity. Also, the Talka- 
form can be written upon and folded up 
for filing or mailing in a regular letter- 
sized envelope. There are no dictator's 


ren, 





corrections to bother you, either, because 
a word or more can be changed by back- 
spacing and re-recording right over pre- 
vious dictation. This is a combination 
machine with built-in loud speaker. Price 
is $295. For details, write Pentron In- 


dustries, Inc., 664 North Michigan Blvd., 
Chicago. 
Colorful Typewriters. IBM, inspired by 


spring, has come out with electric type- 
writers finished in gay flower colors. 
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Would you like light blue with contrast 
ing navy-blue keys. red with white, white 
with yellow? These are only a few of the 
gay new hues to brighten up your typing. 
For details. write International Business 
Machines Corp., 590 Madison Ave., New 
York 22. 


Perfect Masters. Old Town Corporation 
has prepared a free chart, “How to Make 
Perfect Masters for Spirit Duplicating.” 
It explains how to determine whether th 
master has been properly prepared and 
how the “personality” of different type- 
writers effects the master, and 
other valuable information on how to 
type the master and correct it so as to 
get perfect copies. The chart, printed on 
bristol board, also makes a good _ back- 
ing sheet. You can get vours free by writ 
ing to Old Town Corporation, Department 
Rl, at 750 Pacific Street, Brooklyn 38, 


LIVES 


New York. 
New Portable. Underwood has_ intro- 
duced its new Correspondent Portabl 


Typewriter, which comes in a good-look- 





ing Perma-Pack 


and 
features a standard keyboard with all the 
common arithmetical signs and business 
symbols. It also has Underwood's special 


carrying case 


“See-Set”™ margins; single, double, and 
triple spacing; balanced segment shift; 
automatic ribbon reverse; and smart color 
styling. Price is $79.95, plus tax. Perhaps 
you can talk the boss into giving you a 
raise so that you can buy yourself a 
portable to do, among other things, “his 
occasional emergency letters” right at 
home. 


Clean Hands for Secretaries. Steno- 
Creme is a new product designed to do.a 
quick and thorough clean-up job when 
your hands are smudged with carbon, 
ink, mimeograph ink, glue, or any of the 
other office dirt that is the bain of your 
working day. Steno-Creme is fortified 
with lanolin and is greaseless and water- 
less. Just rub a little on your hands until 
it liquefies and then wipe it off with a 
tissue or cloth. Easy to use right at your 
desk. Two-ounce jar costs 62 cents, a 
four-ounce jar is $1. (Prices include tax. ) 
If you are unable to find Steno-Creme 
locally, contact Kelly Products Company, 
Dept. TS, 813 West Cedar Street, Comp- 
ton, California. Steno-Creme, because of 
its lanolin content, smooths your hands 
as it cleans them. 
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Do A Neater Labeling Job Faster 


vith NeW BIND-X_ 


The Revolutionary, Self-Adhesive 
Transparent Label Holder! 

















It's here at last! New BIND-X, the world’s easiest-to-use 
label holder. All you have to do is insert typewritten, 
written or printed label in the transparent BIND-X window. 
Then stick it on shelves, books, binders, boxes, or any other 
object. 

A feather touch makes it stick to wood, metal, leather, fiber, 
glass, cloth, plastic. Six inch lengths only 30c each. Easily 
cut. Holds label 2”, %4” or 1” wide. Your choice of 8 
transparent colors. Ask for new BIND-X at your local sta- 
tioner or office supply firm today. 


it’s Made Better . . . Works Better 
Because It’s 


CEL-U-DEX, 1 Main Street, Brooklyn, N. Y. 
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THERE’S NO BUSINESS LIKE 
HOTEL BUSINESS 


(Continued from page 501) 





Miriam Doonan believes that a would-be hotel sec- 
retary should read widely and intelligently, particu- 
larly in the field of her boss’s and his customers’ inter- 
ests. She should broaden her knowledge af music. art, 
and important people. When the manager is dictating 
rapidly, she should not have to interrupt him to ask 
how to spell the name of a French artist or an Italian 
composer. She should know where to check the spelling 
of some sesquipedalian town in West Africa without 
bothering the boss. 

One ot Miriam’s duties centers in the “Inter-Hotel 
Reservation System” of the 15 Hilton hotels in America 
and Puerto Rico, which are linked to each other by 
teletype. Many times, Miss Doonan dashes to the tele- 
type to find out if one of their patrons, who has perhaps 
just fifteen minutes until train time, can have a room 
Waiting on arriving in Chicago or Los Angeles. 


INTERESTING THINGS happen in the hotel business, 
Miriam will grin and assure you. Like the time, during 
the Shriners convention in 1951, when the “nobles of 
the Mystic Shrine” staged a square dance in the hotel 
lobby. Or when the bagpipe troup from Scotland, ac- 
cording to Scottish tradition, played for half an hour 
in the lobby as the guest. of honor arrived (the 
shrieking skirls could be heard all the way to the 
seventeenth floor). Or when a French banker’s wife, 
beautifully dressed and wearing fabulous jewelry, 
wanted Miriam to identify her in order to cash a 
$5.000 check. She “didn’t have a thing to wear” be- 
cause she had no furs with her; and, of course, she 
couldn't go anywhere until this sad inadequacy had 
been rectified. 

Then, there was the time a magician gave a dinner 
for some guests, afterwards handing the waiter a 
hundred-dollar bill to pay for the party. But, alas, 
the bill vanished just after the puzzled waiter had 
taken it, or had thought that he had. A minor pan- 
demonium ensued until the magician came to the res- 
cue and located the missing century note in the shoe of 
the waiter, and—amid the guests’ laughter—gave the 
befuddled man a lecture on proper care of money! 


MirIAM HAS TO KNOW whom to shoo out and whom to 
show in. In the hotel business, that can be difficult. 
One day, during her Los Angeles assignment at Town 
House, three men breezed into the office in gaudy 
sports shirts, loud neckties, and bright-hued slacks. 
Zoot-suiters—but they were top men in the movie in- 
dustry! Out at Town House, too, she recalls the visit 
of a maharaja, with a retinue of fifty and with hun- 
dreds of trunks. His attire was Western, but he wore 
a huge turban, set with precious stones of such great 
value that a special bodyguard accompanied him 
wherever he went. 
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MIRIAM CAME ORIGINALLY from Grafton, West Virginia, 
and attended Parkersburg State College and Marietta 
College. She remembers well her first job, with a 
Parkersburg lawyer who was associated with a bank. 
When farmers came in for loans, she would accompany 
her boss to survey their property, and go with him 
to court when he defended a lawsuit. She even taught 
Gregg classes for a while. 

In 1943, Miriam went to Washington and had an un- 
usual tour of duty as secretary to a Korean who was 
disseminating information about that troubled country. 
Then, after a year in Washington, she came to New 
York and started looking for work. She registered with 
an employment agency; and a few days later she re- 
ceived a telephone call and was hurrying off for an 
interview with Mr. Wangeman, then manager of the 
Plaza Hotel. She admits that she was rather awe- 
struck when she walked into this swank hostelry; but 
Mr. Wangeman soon had her feeling at ease, and 
wound up the interview by hiring her. 


THANKS TO THE PACE of hotel work, the ensuing years 
slipped by so fast that Miriam can scarcely account 
for them. She cut her teeth in the hotel business, so to 
say, at the Plaza, where she worked for a couple of 
years. Then, one morning in the spring of 1945, Mr. 
Wangeman called to her, “Would you like to go out 
West?” “Mr. Hilton,” he 


manage the Town House in Los Angeles. I am going to 


added. “has assigned me to 


need a good secretary.” 

“When do we move?” Miriam came back promptly. 
(She knew the Town House in Los Angeles was where 
the movie colony foregathered.) She was eager to go. 

The Hilton management called Mr. Wangeman—and 
Miriam—back to the Plaza in 1947; then, in 1949, they 
were off to Puerto Rico. Puerto Rico’s Industrial Devel- 
opment Commission had invited the Hilton interests 
to build a hotel in San Juan. That new hotel—the fabu- 
lous Caribe Hilton, most modern in the West Indies— 
was opened in 1949. It had cost several million dollars— 
more than $20,000 per room for the 300 rooms! Each 
room is air-conditioned, and each has a private bal- 
cony overlooking the ocean. 

The task of getting the new hotel organized, staffed 
and running smoothly was entrusted to Mr. Wange- 
man. So, in November, he and Miriam boarded a Pan- 
Am clipper and, in four hours, were soaring over the 
green and azure coast of Puerto Rico. 

Miriam laughs as she recalls that her first desk in 
this new swank hostelry was a small barrel with two 
flat boards across the top. She did her typing in the 
shade of a banana palm! She reports that she kept 
a Spanish grammar at her elbow and, when not trans- 
scribing letters or answering the phone, stole minutes 
to brush up on her Spanish verbs. 

After two years in San Juan, Mr. Wangeman and 
team had things ship-shape, and he was given his 
present assignment—the Roosevelt. So Miriam is back 
in New York City. For now, that is—the hotel busi- 
ness being what it is! 
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ERASAGUARD— 
The Typist Pal 


With it you can Remove All Trace of Errors. Saves 
enough printed matter and TIME to pay for itself in 
ONE DAY. Many letters confirm that the Erasaguard is 
indispensable for Efficiency. One Secretary writes, “I 
used an Erasaguard for several months in an office where 
I was formerly employed and now I find it difficult to get 
along efficiently without one. I would like to purchase 
one or two. Is there a dealer in this territory?” 


She Does Make Mistakes ...but... 





... She says “The Erasaguard makes 
erasures so easy that 
IT’S MY REAL PAL’ 


ERASAGUARDS are patented and sold only by Kee Lox 
Mfg. Co. 


Have an ERASAGUARD for yourself. 35¢ each, $4.20 a 


doz. Enclose stamps, money order or check, please, as it 
is too expensive to bill small orders. 


Kee Lox Mfg. Co., Rochester 1, N. Y. 
Send 





Pica 


Elite 


doz. Erasaguards 
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To 
AGRIC 
City 
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Title 
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’ N D EX September, 1952— June, 1953 


Abrahams, Rollie, 
You get the interview, 456, i 
Adding machines, 
see Meehan 
Aircraft terms in Gregg Sim- 
plified, 266 
All about sending Christmas 
packages, 185 
All about telegrams, 74 
Allen, Chester, 
Keyboard Kodes, 162 
Allen, Sarah, 
When are ‘finders keepers, 
143, i, s 
Stood up, 422, i, s 
Aluminum terms in 
Simplified, 361 
And one to grow on, 499, i 
Angerer, M. J., 
Secretary to Lilly Daché, 
389, i 
Angry customer, the, 339, i 
Annual OGA contest opens 
this month, 194 
Are you a good secretary 
Do you look like a good 
secretary, 401 
Do you think like a good 
secretary, 402 
Do you sound like a good 
secretary, 403 
Do you act like a good sec- 
retary, 404 


Gregg 


Are you a Miss (or Mr.) 
Type-Right, 297 

Awards for the winning, 
351, i 

Awards today—dollars to- 


morrow, 89, i 


Baby-sitting, 530, i, s 

Beauty at your finger tips, 
412, i 

Bedford, Jack, 
You answer the want ad, 

455 

Big display—little space, 104 

Birthday greetings, 24, i, s 

Bo-Du, see Huck 

Boggess, Louise, 
Baby-sitting, 530, i, s 

Bombard, Jean, 69 

Boss’s desk, the, 240, i 

Bouquet to my secretary, a, 
450, i 

Brennan, Lawrence D., 
“Voice of Yankees,” 11 
Secretary in toy canyon, 


179, i 
Secretary to Dale Car- 
neg‘ie, 283, i 


Burke, Marylin, 283 

Burns, Mary. 125 

Business law, see Tessie asks 
the experts 


Calculators, see Meehan 

Can you do ’em better, 421 

Can you turn this into a 
table, 265 

Cangene, Madeline, 231 

Care and pleasing of bosses, 
the, 362, i, s 

Check and double check, 82 

Check your hats and coats, 
431 

Cheer up your chores, 81, i 

Chit-chat, 108 

Christmas around the world, 
209, i, s 

Christmas 
188, i 

Christmasy touch, the, 207, i 

Coal industry terms in Gregg 
Simplified, 155 


trimming tips, 


Competent typist tests, 30, 
92, 144, 210, 260, 312, 364, 
424, 476, 534 

Copyholders, see Preston 

Court reporting, see Tessie 
asks the experts 

Crowning of a queen, 460, i, s 


Darlington, Celia, 
Front-line trench, 236, i 

Daughton, Doreen, 231 

Day to remember, a, 35, i, s 

Devil works overtime, the, 
405, i, s 

Di Rienzo, Constance, 

Dickey, Donna, 
Glory and the 

job, 478, s 

Dictating machines, see 
Rosen, Frosch 

Direct-view copyholder, 186, i 

Do you know how to tran- 
scribe machine dictation, 


445 


glamour 


18, i 
Double your money back, 
244, i, s 


Double-duty dictation, 29, 88, 
146, 215, 259, 315, 366, 418, 
479, 529 


Eason, Katherine D., 
A soft answer, 294, i, s 
English for transcribers, see 
Hutchinson 
Executive-secretary look, 466 
Expert timesavers in Gregg 
Simplified, 408, 459, 536 


Fashion, 
Executive-secretary 
the, 466, i 
For fall flattery, 38, i 
From misfit to Miss Fit, 
96, i 
Holiday highspots, 200, i 
New twist in scarfs, 252 
Patterned for today’s sec- 
retary, 42, 101, 152, 204, 
256, 306, 360, 414, 474, 514 
Pretty as a valentine, 302, i 
Spring-fever fashions, 354 
Spruce up for spring, 410, i 
Sun clothes—fun clothes, 
510, i 
Warm for winter, 148, i 
Who cares if it rains, 150, i 
File and forget dept., 56, 112, 
168, 224, 272, 320, 376, 432, 
488, 542 
Filing, see Gross 
For fall flattery, 38, i 
From misfit to Miss Fit 96, é 
Front-line trench, 236, i 
Frosh, Adrienne, 
Do you know how to tran- 
scribe machine dictation, 
18, i 
Signal systems of tran- 
scribing machines, 136, i 
How to type a “talking 
table,” 288, i 
Hints to pass on to your 
dictator, 346, i 


look, 


Garvey, Claudia, 
Do you think like a good 
secretary, 402 
Garvey, Virginia, 
Queen of the onion patch, 
249, i, s 
Gass, Betty, 389 
Getting fun out of short- 
hand, 463, i 
Glory and the glamour job, 
478, i, s 


Glossary, 56, 112, 168, 224, 
272, 320, 376, 432, 488, 542 
Good looks section, 37, 95, 
147, 199, 251, 301, 353, 409, 
465, 509; also see fashion, 
grooming 
Good morning, sir, 348, i 
Gorcy, Kaar, 
Time for action, 196, i, s 
Gould, Florence B., 
Looking out for 
watch, 314 
How to quit your job, 457 
Grammar, see Hutchinson, 
Tessie asks the experts 
Gregg, John Robert, see 
Halan 
Gregg awards, see Competent 


your 


typist tests, OAT tests— 
junior and senior, OGA 
membership tests, OGA 


tests—junior, Ulrich 
Grooming, 
Beauty at finger tips, 412 
Fresh-as-daisy look, 512, i 
Head start for beauty, 40, 4 
Make yourself a pretty 
mouth, 151 
Making the most of your 
make-up, 99, i 
Not exactly pretty, but, 304 
She walks in beauty, 254, i 
Sitting pretty, 400, i 
Your eyes deserve star bill- 
ing, 202, i 
What’s what with home 
permanents, 356, i 
Gross, Marthe, 
You file this way in a small 
branch office, 292, i 
in a medium-sized office, 
398, i 
in a large-sized office, 
502, i 
Process of osmosis, 342 


Halan, Robert, 
And one to grow on, 449, i 
Halpin, Constance L., 
Secretary to Ed Sullivan, 
69, i 
Vacation for June, 506, i, s 
Head start for beauty, 40, i 
Help wanted, 132, i 
Hide and seek, 212, i, s 
Hints to pass on to your dic- 
tator, 347, i 
Hochstein, Rolaine B., 
Secretary to Ellery Queen, 
445, i 
Holiday highspots, 200, i 
Horses, horses, horses, 367 
How many shorthand short- 
cuts should you know, 87 
How to add—by touch—on a 
ten-key adding machine, 
242, a, i 
How to quit your job, 457, i 
How to type a “talking 
table,” 288, i 
How well do you write short- 
hand, 247 
Huck, Virginia, 
Two secretaries earn extra 


money in their spare 
time, 341, i 
Hughes, Marjorie, 
Secretary to Bob Hope, 


333, i 
Hutchinson, E. Lillian, 
Words—just teasers, 23, 78, 
134, 193, 258, 299, 350 
Do you sound like a good 
secretary, 403 
Also, Tessie asks experts 
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Code: 
a= author’s picture 
i = illustrated 
s = shorthand plate 


“If I only had time,” 73, i 

Ike’s campaign secretaries, 
125, i 

Insurance terms 
Simplified, 94 

It had better be “yes,” 79, i, s 

it’s all in a manner of speak- 
ing, 287, i 


in Gregg 


Job hunter’s handbook, 
You answer the want ad, 
455, i 
You’ get 
456, i 
How to quit your job, 457, i 
So you get the job—what 
then, 458, i 
Job hunting the easy way, 
452, i 
Johnson, Dorothy M., 
Horses, horses, horses, 367 
Joseph, James, 


the interview, 


Plastic surgeon’s secre- 
tary, 290, i 

Secretary to Bob Hope, 
333, é 

Secretary in a man’s world, 
396, i 


Just about shorthand, 50, 
103, 166, 206, 262, 371, 516 


Kearful, Jerome, 
We will not be intimidated, 
472, 518, i, s 
Keep shooting, 46 
Keyboard Kodes, 162 
Klein, Dr. A. E., 
Double-duty dictation, 29, 
88, 146, 215, 259, 315, 366, 
418, 479, 529 
Kurrus, Elsie Joan, 11 


Laine, Juliette, 

Oh, to be a script clerk, 
156, i, 8 
Larson, Cedric, 
Secretaries 

231, i 
There’s no business like 
hotel business, 500, i 
Lawson, Jean, 
Christmas trimming tips, 
188, i 
You're asked to buy the 
office flowers, 394, i 
Leather shoes aid romance 
through the ages, 163, s 
Legal secretary, 337, i 
Leonard, Anne, 


at the UN, 


No letter from Johnny, 
44, 8 

Leslie, Louis A.., 

How many shorthand 
shortcuts should you 
know, 87 


Lever House, 16, i 
Listening in on the bosses, 
499 
Lloyd, Dr. Alan C., 
Two kinds of manuscript 


art, 46 

Big display—little space, 
104 

Technique of X-T display, 
159, 4 


Christmasy touch, 207, i 

Can you turn this into a 
table, 265 

New Year's resolutions for 
a typist, 265 

Professional personal 
touch, 369, i 

Also Tessie asks experts 

Looking out for your watch, 
314 
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Make yourself a 
mouth, 151 
Making the most of your 
make-up, 99, i 
Mason, Le Roy, 
Check and double check, 
82, i, 8 
McClane, Margaret, 
Head start for beauty, 40, i 
Medical terms in Gregg Sim- 
plified, 300 
Meehan, Dr. James R., 
There are five different 
kinds of calculators, 128 
How to add—by touch—on 
a ten-key adding ma- 
chine, 242, a, i 
Message from the past, 32 
Michaels, Loid, 
Two bits for Santa, 190, i, s 
Military terms in Gregg Sim- 
plified, 34 
Morning sparkle, 504, i 
Morton, Marjorie, 
Pirates in the pews, 263 


pretty 


Nameful tale, a, 138, i, s 
National secretaries week is 
set for May 24-30, 392, i 
New twist in scarfs, a, 252, i 
New Year's resolutions for a 

typist, 264 
New Year's resolutions I 
wish my boss would make, 
235 * 
No letter from Johnny, 44, s 
Not exactly pretty, but, 304 


OAT tests, junior, 46, 105, 
160, 207, 265, 314, 369, 421, 
475, 533 

OAT tests, senior, 46, 104, 
160, 208, 265, 314, 369, 421, 
475, 533 

OGA contest copy, 268, 316 

OGA membership tests, 28, 
90, 142, 248, 298, 352, 464, 528 

OGA tests, junior, 28, 90, 142, 
248, 298, 352, 464, 528 

Oh, to be a script clerk, 156 

Oil industry terms in Gregg 
Simplified, 217 


Panzer, Fred, 
Job hunting the easy way, 
452, i 
Patterned for today’s secre- 
tary, 42, 101, 152, 204, 256, 
306, 360, 414, 474, 514 
Pennyfeather, Prudence, 
Devil works overtime, 405 
Pepper, Elias John, 
Secretary in a man’s 
world, 396, i 
Personality development, 
see Trumper, Raubicheck 
Pirates in the pews, 263, i, s 
Plastic surgeon's secretary, 
290, i , 
Pleased to meet... ., 135, i 
Popham, Dr. Estelle, 
What is a C. P. S., 508 
Preston, J, H., 
Direct-view copyholder, 
186, i 
Pretty as a valentine, 302, i 
Process of osmosis, a, 342, i, s 
Professional personal touch, 
the, 369, i 
Punctuation, see Hutchin- 
son, Tessie asks experts 
Purchasing secretary, 21, i 


Queen of onion patch, 249 


Rae, Isabel B., 
Ike’s campaign secretar- 
ies, 125, i 
Sorry, Miss Jones is on va- 
cation, 495, i 


544 


Raubicheck, Letitia, 
It’s all in a manner of 
speaking, 287, i 
Reference lists in Gregg 
Simplified, 
Aircraft terms, 266 
Aluminum terms, 361 
Coal industry terms, 155 
Expert timesavers, 408, 
459, 536 
Insurance terms, 94 
Medical terms, 300 
Military terms, 34 
Oil industry terms, 217 
Reno, Marie, 
All about telegrams, 74 
Sending out the boss’s 
Christmas cards, 131, i 
All about sending Christ- 
mas packages, 185 
Sitting pretty, 400, i 
Respectfully yours, 345, i 
Romagna, J., 
Just about shorthand, 50, 
103, 166, 206, 262, 371, 516, 


a 
Rosen, Seymour, 
Do you know how to tran- 


scribe machine dicta- 
tion, 18, i 
Signal systems of tran- 


scribing machines, 136, i 
How to type a “talking 
table,” 288, i 
Hints to pass on to your 
dictator, 346, i 
Rosenberg, R. Robert, see 
Tessie asks the experts 
Rothacker, Howard, 
Typing designs, 521, i 


S is for secretary, 15 
Schmidt, Katherine C., 

Respectfully yours, 345, i 
Schweller, Adele U., 

A nameful tale, 138, i, s 
Searl, He.en H., 

Purchasing secretary, 21, 4 
Secretaries 

at the UN, 231, i 

in the news, 20, 140, 517, i 

men, see Secretary in a 

man’s world, Yeoman 
school 

Secretary: 

308, i, s 
Secretary in 

a man’s world, 396, 4 

toy canyon, 179, i 
Secretary to 

Bob Hope, 333, i 

Dale Carnegie, 283, i 

Ed Sullivan, 69, i 

Ellery Queen, 445, i 

General Eisenhower, 125, i 

hotel manager, 500, i 

Lilly Dache, 389, i 

plastic surgeon, 290, i 

“voice of the Yankees,” 11, 


screen version, 


i 

Sending out the boss’s 
Christmas cards, 131, i 

She walks in beauty, 254, i 

Shopping for the office, 430, 
484, 538, i 

Shorthand, see Klein, Leslie, 
Romagna, Tessie asks the 
experts, Ulrich 

Signal systems of transcrib- 
ing machines, the, 136, i 

Sitting pretty, 400, i 

So you get the job—what 
then, 458, i 

Soft answer, a, 294, i, s 

Sorry, Miss Jones is on vaca- 
tion, 495, i 

Speare, Elizabeth George, 
Birthday greetings, 24, i, s 

Spelling, see Hutchinson, 
Tessie asks the experts 

Spring-fever fashions, 354, i 


Spruce up for spring, 410, i 
Statement of the ownership, 
management, and circula- 
tion, 164 
Stood up, 422, i, s 
Strony, Madeline S., 
Listening in on the bosses, 
499, i 
Also see, Tessie asks the 
experts 
Sublette, Margaret, 
Double your money back, 
244, i, s 
Surveys, 
S is for secretary, 15 
What business pays secre- 
taries, 454 
Swem, Charles L., see Tessie 
asks the experts 


Technique of X-T display, 
the, 159, i 

Telegrams, see Reno 

Tessie asks the experts, 5, 
62, 120, 174, 228, 278, 324, 
382, 438, 492 

Tessie goes shopping, 43, 102, 
154, 205, 257, 306, 358, 416, 
4:0, 515 

Their club is really alive, 183, 
t 

There are five different kinds 
of calculators, 128, i 

There's no business like ho- 
tel- business, 500, i 

They didn’t get the job, 468, i 

They don’t seem to read any 
more, 239, i 

Time for action, 196, i, s 

To be earned on the speed- 
way, 141, i 

Transcribing speed practice, 
31, 93, 145, 211, 261, 313, 365, 
425, 477, 535 

Trumper, Elizabeth F., 
“If I only had time .. .,” 

73, i 

Pleased to meet... ., 135, 


1 
Angry customer, the, 339 
Do you look like a good 
secretary, 401 
So you get the job—what 
then, 458, i 
Tucker, Dee, 
It had better be “yes,” 79, 
‘2 
Two bits for Santa, 190, i, s 
Two kinds of manuscript 
art, 46 
Two secretaries earn extra 
money in their spare time, 
340, i 
Typewriters, Video, see They 
don’t seem to read any 
more 
Typing, see Lloyd, Tessie 
asks the experts, 
Typing designs 521, i 


Ulrich, Florence Elaine, 

Which award will you win, 
27 

Awards today—dollars to- 
morrow, 89, i 

To be earned on the speed- 
way, 141, i 

Annual OGA contest opens 
this month, 194 

How well do you write 
shorthand, 247 

Are you a Miss (or Mr.) 
Type-Right, 297 

Awards for the winning, 
351, i 

You and your future, 419 

Getting fun out of short- 
hand, 463, i 

We're proud of the OGA 
winners, 522, i 
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Vacation for June, 506, i, s 
Vandervoort II, Paul, 
Secretary: screen version, 
308, i, s 
“Voice of the Yankees,” 11, 
i 


Warm for winter, 148, i 
Waterman, Helen, 
Message from the past, 32, 


i, s 
Who let the feline out of 
the burlap, 91, i, s 
Their club is really alive, 
183, i 
Legal secretary, 337, i 
You can help, 427, i, s 
Check your hats and coats, 
431 
We will not be intimidated, 
472, 518, i, s 
We're proud of the OGA 
winners, 522, i 
What business pays secre- 
taries, 454 
What is a C. P. S., 508 
What’s what with home per- 
manents, 356, i 
When are finders keepers, 
143, i, s 
Which award will you win, 
27 
Whitcomb, Helen, 
Lever House, 16, i 
From misfit to Miss Fit, 


96, i 

Make yourself a_ pretty 
mouth, 151 

Your eyes deserve star bill- 
ing, 202, i 


She walks in beauty, 254 

Not exactly pretty, but..., 
304, i 

What’s what with home 
permanents, 356, i 

Beauty at your finger tips, 
412, i 

They didn’t get the job, 
468, i 

Fresh-as-a-daisy look, 512, 


i 
White, Jerry, 
Help wanted, 132, i 
Boss’s desk, the, 240, i 
Good morning, sir, 348, i 
Morning sparkle, 504, i 
Whitman, Anne, 125 
Who cares if it rains, 150, 


1 
Who let the feline out of the 
burlap, 91 i, s 
Wolfe, Julia W., 
A day to remember, 35, 
i, s 
Words—just teasers, 23, 78, 
134, 193, 258, 299, 350 
Wright, Mary Elizabeth, 
Do you act like a good sec- 
retary, 404 


Yeoman school, 75, i 
You and your future, 419 ~ 
You answer the want ad, 
55, 1 
You can help, 427, i, s 
You file this way 
in a small branch office, 
292, i 
in a medium-sized office, 
398, i 
in a large-sized office, 502, 


1 
You get the interview, 456, 


i 

Your eyes deserve star bill- 
ing, 202, i 

You’re asked to buy the of- 
fice flowers, 384, i 


Zwirn, Annette, 
Hide and seek, 212, i, s 
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4K PRIZE WINNERS 
YIN THE 1952-1953 Gsterbrook 


> NATIONAL GREGG SHORTHAND CONTEST 





The Nation’s Best Classes...as determined by the contest judges 


School City Teacher 

HIGH SCHOOL DIVISION (Class !) 

First Prize Fordson High School Dearborn, Mich. Marion Hunsicker 

Second Prize Central Union High School El Centro, Calif. Mrs. D. Sherman 
HIGH SCHOOL DIVISION (Class II) 

First Prize John Carroll High School Birmingham, Ala. Sister M. Mildred, O.S.B. 

Second Prize Saint Mary High School Cambridge, Mass. Sister Mary Louise 
COLLEGIATE DIVISION (Class 1) 

First Prize Salem State Teachers College Salem, Mass. Beatrice Witham 

Second Prize Eastern Illinois State College | Charleston, Ill. James M. Thompson 
COLLEGIATE DIVISION (Class I!) 

First Prize Fairleigh Dickinson College Rutherford, N.J. Bernard Elliott Budish 

Second Prize Marymount College Salina, Kan. Sister Joseph Marie 


Our heartiest congratulations to the winners on their Gregg 
proficiency. Our sincere appreciation, too, to the thousands 
of students and their teachers who participated in 

this nation-wide contest. 


A new 1953-54 Gregg Shorthand Contest will be announced 
by Esterbrook this fall. Watch the Esterbrook ads in 
this magazine for complete details and entry blank. 






aa cone a Or write to the Gregg Contest Manager, care of 
prong “7. The Esterbrook Pen Company, Camden 1, New Jersey 


Gsterbrook 


THE GREGG-APPROVED PEN 
WITH THE INSTANTLY RENEWABLE POINT 
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